DOCUMENT RESOHE 



VT 014 145 

Job Descriptions and organizational Analysis for 
Hospitals and Related Health Services. 

American Hospital Association, Chicago, 111.;^ 
Manpower Administration (DDL) , Washington, D. C. U.S, 
Training and Employment Service= 

70 

729p,: 1970 Revision ^ . 

Super intendent of Documents, U.S. Government Printing 
Office, Washington, D.C. 20402 (L34,8:H79/971 , 

$4.25) 

MF-$0.65 HC-$26.32 

♦Administrative Organization; Employment 
Qualifications; Employment Services; ♦Health 
occupations Education; *Hospitals; *Job Analysis; 
Jobs; Job Skills; Occupational Guidance; 

♦Occo pat ion al Information; Vocational Counseling 



Oesctiptioas of 238 hospital payroll jobs are based 
on a job analysis study of all jobs within specified departments of 
27 hospitals, and are intended for use of public employment offices 
and as a source of occupational information for hospital personnel 
administrators, under major sections corresponding to the hospital 
divisions of Administration, professional care, and Plant operation^ 
and Maintenance, a total of 29 individual departments are arranged in 
alphabetical order. The fiescription of each department defines the 
function and purposes of that department, lines of authority, 
relationship with other groups, organizational chart, and other 
Information. Eollowing each description are dlscuasious of the jobs 
in that department, outlining: (1) job duties, (2) machines, tools, 

eguipment, and work aids needed to perform the job, (3) education, 
training, and experience, (4) worker traits, {S) job relationships, 
and (6) professional affiliation. (SB) 



ED 056 209 
TITLE 

INS TITUTION 

PUB DATE 
NOTE 

AVAILABLE EEOW 



RDBS PRICE 
DESCHIPTOaS 



ABSTRACT 



O 

ERIC 



£0056209 



JOB DESCRIPTIONS 

and 

ORGANIZATIONAL ANALYSIS 

for 

HOSPITALS 

and 

RELATED HEALTH SERVICES 

U S. DfiPARTMINT OF HiALTH, 

EDUCATION & WELFARE 
OFFICE OF EDUCATmN 
Trile noCUN'trJT HAS BEEN REPBO- 
DUCSD iXACTLY AS RECEIVED FROM 
THE PiHSON OR ORQANIZATiON OBIQ- 
,'NATING ST. POINTS OF VIEW OR OPIN- 
IONS .TTATED DO NOT NiCESSARlUV 
REPRESENT OFFICIAL OFFICE OF EDO- 
CAT-ON POSITION OR POLICY, 



Prepared in Cooperation With 

THE AMEHICAN HOSPITAL ASSOCIATION 



i- 



I 

i 

' UNITED STATES DEPARTMENT OF IiABOR 

J. D. Hodgson, Sccrcfarif 

MANPOWER ADMINISTRATION 
, U, S. Training and Employment Service 



BMYISED EDITION S970 



For salo by tiie Bupariatendaat of Doeumtnte, VM. Govemmeiit Printing Office 
^ 10402-. Price $4.25 



SPECIAL NOTICE 

This volume has been prepared by the U. S. Training and 
Employment Service in cooperation with the American Hos- 
pital Association, primarily for the use of public employment 
offices and as a source of occupational Information for hos- 
pital personnel administrators. 

Each Job description has been compiled from a number 
of different sources and therefore describes the occupation 
in a generalized, ccmposite form. Consequently, no descrip- 
tion can be expected to coincide exactly with any specific 
job in a particular establishment or in a particular locality. 
To be of greatest use, the descriptions should be supplemented 
by local information concerning the specific jobs in the 
community,. 

The U. S. Training and Employment Service has no re- 
sponsibility for the settling of jurisdictional matters or the 
setting ,of wages and hours. In the preparation of job de- 
scriptions, fio facts concerning such matters were collected. 
It should be clearly understood, therefore, that because of 
their nature, job descriptions published by the U. fe. Training 
and Employment Service cannot be considered standard-s 
for the determination of hours, wages, or jurisdictional 
matters. 



CONTENTS 



Foreword — = — 

Preface = = — - 

Introduction = „ 

Nature and Format of the Volume = = — = = 

The Hospital = _. = — — — 

Suggested Orgaiuzation Chart for a Typical Large Geneial Hospital 

by Departments — 

Job Descriptions and Organizational Analysis: 

Administrative Division 
Executive Department: 

Department Narrative — — - - 

Organization Chart 

Job Descriptions — 

ADMINISTRATOR ... 

ADMINISTRATIVE ASSISTANT ----- 

ADMINISTRATIVE SECRETARY 

ASSOCIATE ADMINISTRATOR 

ASSOCIATE, ADMINISTRATOR, MEDICAL 
CHAPLAIN 

INDUSTRIAL ENGINEER 
PHYSICIAN, EMPLOYEES’ HEALTH CLINIC 
Communications Departtnent : 

Department Narrative ........... 

Organization Chart 

Job Descriptions 

COMMUNICATIONS COORDINATOR ---- 

TELEPHONE OPERATOR 

TELEPHONE OPERATOR, CHIEF 

Data Processing Department; 

Department Narrative — .... — - 

Organization Chart 

Job Descriptions ^ — 

MANAGER, ELECTRONIC-DATA PROCESSING 

CODING CLERK - 

' COMPUTER OPERATOR ..... 

KEY-PUNCH OPERATOR ..... 

PROGRAMER 

PROGRAMER, CHIEF .... 

SUPERVISOR, COMPUTER OPERATIONS . - - 

SUPERV.30R, MACHINB-RBOORDS UNIT : 

SYSTEMS ANALYST, DATA PROOBSSING 

TAB OPERATOR 

Financial Managemeht Department: 

Departanent Narrative — — — 

Organization Chart - — — - 



Page 

xi 

xili 

1 

1 

11 

15 

17 

19 

22 

23 

23 

26 

2S 

80 

32 

86 

87 

40 

43 

46 

46 

46 

48 

50 

68 
67 
89 
69 
62 
64 
' 67 
69 
72 
76 
78 
81 
84 



87 

91 



iii 

• 4 



O 



IV 



PaC@ 



Job Descriptions and Organizational Analysis— Continued 

Financial Management Department — ^Continued 

Job Descriptions - 

CONTEOLLEE - ' 

ACCOUNTANT 

ACCOUNTING CLEEK 

ACCOUNTS-EECEIVABLE CLERK 

admitting officer , - 

AUDIT CLERK - - ------ 

BOOKKEEPER ----- 

BUSINESS OFFICE MANAGER ------ 

CASHIER 

COLLECTION CLERK 

HOSPITAL-ADMITTING CLERK 

HOSPITAL GUIDE 

INSURANCE CLERK 

INVOICE-CONTROL CLERK 

MANAGER, CREDIT AND COLLECTION 

PAYROLL CLERK 

General Clerical Department i 

Department Narrative 

Job Descriptions = 

ADDRESSING-MACHINE OPERATOR 

CLERK, GENERAL 
CLERK, GENERAL OFFICE 
CLERK-TYPIST = ^ = = 

DUPLICATING-MACHINE OPERATOR 

F XLE CLERK - - -- -- -- -- -- -- - — ^ 

MAIL CLERK = 

MEDICAL SECRETARY 

MEDICAL STENOGRAPHER 

MESSENGER 

RECEPTIONIST 

SECRETARY 

transoribing-machine operator 

TRANSCRIBINO OPERATOR, HEAD 

TYPIST 

Personnel Departnient i 

laparfanent Narrative , — 

Organization Ohart 

Job Descriptions — i-.---- - 

PERSONNEL DIRECTOR 

EMPLOYMENT MANAGER 

INTERVIEWER - 

JOB ANALYST — 

PERSONNEL ASSISTANT - ----- - — - - - 

statistical CLERK - 

training OPPICER ..... — i 



92 

92 

95 

98 

100 

102 

106 

107 

109 

111 

118 

116 

117 

119 

121 

128 

126 



129 

130 
130 
182 
184 
136 
188 
140 
142 
144 
146 
148 
180 
im 

184 

186 

188 



161 

164 

165 
168 
168 
170 
172 
174 
176 
178 





V 




Job Descriptions and Organize tional Analysis — Continued 

Public Relations Department* 

Deparinient Narrative 

Organization Chart 

Job Descriptioiis — 

DIRECTOR, PUBLIC RELATIONS 

PUBLIC rNPORMATION SPECIALIST 

Purchasing and Receiving Department: 

Dipartment Narrasive 

Organization Chart 

Job Descriptions — — 

PURCHASING AGENT 

STOCK CLERK - 

SUPERVISOR, STOCK 

Training Departaient: 

Department Narrative 

Organization Chart - — 

Job Descriptions ... — - - — - - — 

DIRECTOR, TRAINING PROGRAMS ............ 

Volanteer Services Department: 

Department Narrative 

Organization Ohart - — - - — - - 

Job Descriptions 

DIRECTOR, VOLUNTBEE SBRVICBS 
Professional Care Division ........ 

Anesthesiology Department : 

Department Narrative 

Organization Chart - — -- — 

Job Descriptions .................. — 

ANESTHESIOLOGIST ..... 

NURSE ANESTHETIST 
NURSE ANESTHETIST, CHIEF 

Central Service Department: 

Department NarratlvG 

Organization Chart .... — — ...... 

Job Descriptions 

DIRECTOR, CENTRAL SERVICE 

CENTRAL-SERVICE TECHNICIAN .... ......... 

Clinical Laborstorlea Department i 

Department Narrative ...... — - — 

Organization Chart ..... ... — 

Job Deseriptions ..... — ... — - — 

PATHOLOGIST ........ . - - ........ - - - - 

ANIMAL CARETAKER . . - - - - - - - 

BIOCHEMIST 

BIOCHEMISTRY TECHNOLOGIST 

BLOOD BANK TECHNOLOGIST 

CYTOTECHNOLOQIST 




Pagm 



181 

183 

184 
184 
186 



189 

191 

192 
192 
195 
198 



201 

204 

205 ) 

206 



209 

212 

218 

213 

216 



217 

219 

220 
220 
223 
226 



229 

281 

282 

282 

286 

287 

241 

242 
242 

246 

247 
260 
268 
266 



vi 



Page 




Job Descriptions and Organizational Analysis— Corainued 
Clinical Laboratories Department — Continued 

HEMATOLOGIST - 258 

HEMATOLOGY TECHNOLOGIST - 260 

HISTOLOGIC TECHNICIAN - - 263 

HISTOLOGIC TECHNOLOGIST - 266 

HISTOPATHOLOGIST - ----- 269 

LABORATORY AIDE - - 271 

MEDICAL illustrator - 278 

MEDICAL laboratory ASSISTANT 27fi 

MEDICAL PHOTOGEA.PHER .... 278 

MEDICAL TECHNOLOGIST ^ 281 

MEDICAL TECHNOLOGIST, CHIEF 288 

MICROBIOLOGIST 286 

MICROBIOLOGY TECHNOLOGIST . = 288 

MORGUE ATTENDANT 291 

SBROLOGIST 293 

SEROLOGY TECHNOLOGIST .... ..... 295 

Dental Department: 

Department Narrative — .... — — ... 209 

Organization Chart — ... ....... 301 

Job Descriptioni ... 302 

DIRECTOR, DENTAL SERVICES 302 

DENTIST -- .... ...... 304 

DENTAL ASSISTANT ........... 307 

DENTAL HYGIENIST 810 

DENTAL-LABORATORY TECHNICIAN .......... 818 



Dietetic Department: 

Department Narrative — — 817 

Organization Chart 320 

Job Descriptions .... — 321 

DIRECTOR, FOOD SERVICE 821 

DIETITIAN, ADMINISTRATIVE ....................... 824 

DIETITIAN, TEACHING - 826 

DIETITIAN, THERAPBUTIC ........ 828 

POOD PRODUCTION SUPERVISOR ............. 880 

BAKER 382 

COOK .......... 884 

DIETETIC CLERK 386 

DINING SERVICE MANAGER ... - - - - 888 

DINING SERVICE WORKER 840 

PATIENT FOOD-SERVICE SUPERVISOR 842 

PATIENT POOD-SERVICE WORKER ; .......... 844 

SALAD AND DESSERT PREPARER 846 

Madieal Library Departme^ 

Department Narrative — 849 

Organization Chart = = - = — 861 

, Job Descriptions - 8B2 

MEDICAL LIBEABIAN 862 






vii 

Page 

Job Descriptions and Organizational Analysis — Continued 
Medical Library Department — .Continued 

LIBRARY ASSISTANT - - 864 

Medical Records Department* 

Department Narrative _..... = = = = 367 

Organization Chart , = = — 360 

Job Deicriptions oux 

medical-record librarian 361 

CORRESPONDENCE CLERK - 834 

file clerk, MEDICAL RECORDS 866 

MEDICAL-RECORD CLERK - 868 

MEDICAL-RECORD TECHNICIAN 870 

MEDICAL TRANSCRIPTIONIST 872 

Nursing Education Department’ 

Department Narrative — — — 876 

Organization Oiiart — — -- - — - - 877 

Job Descriptions 378 

DIRECTOR, SCHOOL OP NURSING 378 

CLINICAL INSTRUCTOR 881 

COUNSELOR 888 

RECREATION DIRECTOR 386 

RESIDENCE DIRECTOR . 887 



Nursing Service Department r 

Departnient Narrative 389 

Organization Chai c...... — 396 

Job Descriptions ... 890 

DmiCTOR, NURSING SERVICE ....... 896 

ASSISTANT DIRECTOR, NURSING SERVICE ... 398 

NURSE, SUPERVISOR 400 

NURSE, SUPERVISOR, EVENING OR NIGHT .... 402 

NURSE, HEAD .......... 404 

NURSE, STAPP ............. 407 

DIRECTOR OP STAPP DEVELOPMENT ...... 409 

INSTRUCTOR, ANCILLARY NURSING PERSONNEL .. 411 

INSTRUCTOR, NURSES, INSBRVICE 418 

LICENSED PRACTICAL NURSE ... ...... 416 

NURSING AIDE ...... 417 

ORDERLY ... 419 

SURGICAL TECHNICIAN - - - - - 421 

WARD CLERK .... 428 

WARD SERVICE MANAGER 426 

Outpatient Departmerit* 

Department Narrative — ... 427 

Job DescriptionB — _ 481 

DIRECTOR, OUTPATIENT SERVICES 481 

AMBULANOB ATTENDANT 483 

AMBULANCE DRIVER 486 

CLINIC COORDINATOR 487 

Pharmacy Department; 

Department Narrative — — — — ....... 489 



vili 



Page 



Job Descriptions and Organizational Analysis— Continued 
Pharmacy Department — Continued 

Organization Chart — 

Job Descriptions 

DIRECTOR, PHARMACY SERVIOBS 

PHARMACIST 

DISPENSARY CLERK 

PHARMACY HELPER 

Physical Medicine and Rehabilitation Department ■ 

Department Narrative -- 

Organization Chart ... - — 

Job Descriptions ..... 

PHYSIATRIST . ............. 

COORDINATOR 
CORRECTIVE THERAPIST 
EDUCATIONAL THERAPIST 

MANUAL-ARTS THERAPIST 

MUSIC THERAPIST 

OCCUPATIONAL THERAPIST ..... 

OCCUPATIONAL THERAPIST; CHIEF 
OCCUPATION A.L THERAPY AIDE ........... 

PHYSICAL THERAPIST .... 

PHYSICAL 1‘HEBAPIST, CHIEF ... 

PHYSICAL THERAPY AIDE ^ 

RECREATIONAL THERAPIST .... -- 



■j 




Radiology— Nuclear Medicine Department: 



Department Narrative ... — 

Organlzritlon Chart .. — 

Job Descriptions 

DIRECTOR OP RADIOLOGrY 

RADIOLOGIST ------ 

DARKROOM ATTENDANT . 

HEALTH PHYSICIST ............. 

RADIATION MONITOR — 

RADIOLOGIC technologist 
RADIOLOGIC TBOHNOLOGIST, CHIEF . .. . . - = 
CHIEirf OF NUOLBAR MBUIGINB - 

NUCLEAR LABbRATORY TBOHNOLOGIST 
SUPERVISOR .. 

Ai nuclear MEDICAL TBOHNOLOGIST 
Social Serylce Departeenti 



Depaittient Narrati^ - . - ^ - — — - — - 
Organization Chart . - . . - - - - - - - - - - - — ? • 
Job Des^ipttoHB - - - - - - - — 

DIRECTOE, SOCIAL SEEVIGB . . - - . 
SOCIAL ^ORE ASSISTAN^ 
SOCIAL WORKER, MEDICAL . . . . . . 
SOCIAL WORKER, PSYOHIATRIC . 
SpCIALj^^WORE SUPERVISOR — - 







■'r:A.V 



; V? 






442 

443 

448 
440 

449 
451 



468 

456 

467 

467 

460 

462 

464 

466 

408 

470 

473 

475 

477 

480 

483 

486 



487 

491 

492 
492 
496 
498 
500 
602 
506 
608 
511 

B14 

817 



621 

528 

624 

624 

626 

528 

681 

688 



Page 



ix 



Job Descriptions and Organizational Analysis — Continued 

Speech and Hearing Department! 

Department Narrativ’e 

Organization Chart — — 

Job Deicriptions - 

DIRECTOR, SPEECH AND HEARING 

OTOLARYNGOLOGIST = 

AUDIOLOGIST 

AUDIOMETRiST 

SPEECH AND HEARING THERAPIST 

SPEECH CLINICIAN ............ 

SPEECH PATHOLOGIST 

Technical Sei’vices Department: 

Department Narrative ... — . — _ 

Job Descriptions - ......... 

CARDIO-PULMONARY TECHNICIAN 

CATHETERIZATION TECHNICIAN 
DIALYSIS TECHNICIAN..-...-,- 
ELECTROCARDIOGRAPH TECHNICIAN. - 

ELECTROENCEPHALOGRAPH TECHNICIAN 
HEART-LUNG MACHINE OPERATOR 
INHALATION THERAPIST .... 

ORTHOPEDIC-APPLIANCE-AND-LIMB TECHNICIAN 

ORTHOPEDIC-CAST SPECIALIST ......... 

ORTHOPTIST ................. 

PROSTHETIST-ORTHOTIST ..... 

PULMONARY-FUNCTION TECHNICIAN 

THERAPY TECHNICIAN. .............. 

THERMOGRAPH TBCHNIOIAN ................ . . 

Plant Operation and Maintenance Division ...... 

Engineering-Maintenance Department: 

Department Narrative — ... 

Organization Chart — ... 

Job Deserlptions ... 

DIRECTOR, PLANT OPERATIONS ... .... 

BOILER REPAIRMAN - - - - - 

CARPENTER, MAINTENANCE ' . ...... 

DISPATCHER, MAINTENANCE SERVICE 

ELECTRICAL REPAIRMAN ...... 

ELBCTROMBDICAL-EQUIPMENT REPAIRMAN 

ELEVATOR OPERATOR - 

ENGINEERING FOREMAN 

FmEMAN, STATIONARY BOILER - 

GROUNDS KEEPER 

GUARD - ----- 

INCINERATOR MAN ^ - - 

MAINTENANCE FOREMAN ^ - 

MAINTENANCE MAN HELPER - - - 

MAINTENANCE MECHANIC 



6S5 

B38 

889 

BS9 

641 

544 

647 

849 

662 

664 



666 

667 

667 

660 

665 

666 
66S 
671 
674 
677 
579 
681 
683 
686 
687 
690 
693 



695 

697 

698 
698 
601 
608 
606 
608 
611 
618 
615 
617 
620 
622 
624 
626 
628 
.680 



IL 



X 



pBge 



Job Descriptions and Organizational Analysis— Oontmued 
Engineering-Maintenance Departinent — Continued 

PAINTEE, MAINTENANCE 

PAEKING-LOT ATTENDANT - --- 

PLASTEEER, MAINTENANCE 

PLUMBER. MAINTENANCE ... • 

REFRIGERATION MECHANIC - - 

STATIONARY ENGINEER 

TRUCK DRIVER - - 

Housekeeping Department: 

Department Narrative - 

Organization Chart — — 

Job Descriptions . 

DIRECTOR, HOUSEKEEPING SERVICES - 

HOUSEKEEPING AIDE ......... 

HOUSEKEEPING ATTENDANT 

HOUSEKEEPING CREW LEADER 

HOUSEKEEPING SUPERVISOR 

LINEN-ROOM AIDE .......... 

SEAMSTRESS ......... 

WALL WASHER ..... ...... ......... 

WINDOW WASHER .... ...... 

Laundry Department : 

Department Narrative — 

Organiiation Chart 

Job Descriptions — - 

LAUNDRY MANAGER ................ 

EXTRACTOR MAN ................. 

FLATWORK FINISHER ...... 

FOREMAN, PINISHING . ............ 

MARKER-SORTER .... - - - - 

PEE SSBR, HAND ........ ----- 

PRESS OPERATOR 

SHAKER .... 

TUMBLER OPERATOR 

WASHMAN .................. 

WASHROOM FOREMAN — — ---- 

Definition of Worker Traits — — 

Instructions for Preparation of J ob Descriptloiis .... 

Selected Occupational and Career Information Publications 

Index of Job Descriptions ... .. . . 



632 

684 
638 

685 
641 
644 
646 

649 

651 

652 
652 
654 
656 
668 
660 
662 
664 
666 
668 

671 

678 
674 
674 
677 

679 
681 
683 
686 
687 
689 
691 
€93 

696 

697 
705 
717 
721 





Foreword 



The need for uniformity of hospital organizational structure, 
and of job titles and the functions to which those titles refer, 
continues to exist. However, the variables — size, control, location, 
objectives, phyalcal plant, type of assignment, and a number of 
other factors — existing among hospitals throughout the counti’y 
make it extremely difficult to attain standardization or for any 
single study to fit the needs of every hospital. 

Because of the difficulties inherent in preparing and determin- 
ing job titles and Job descriptions, many attempts to do so ha\r 
been unsuccessful in that they have failed to answer adequately 
the need for information about hospital jobs and hospital func- 
tions. This compilation, which replaces the one published in 1952, 
marks the first successful attempt to complete and publish a 
definitive study in the field. 

Since 1952, both the organizational structure and the functions 
performed in hospitals have clianged dramatically to met new 
and improved developments and thinking in the field. These 
changes prompted the present revision and updating of this vol- 
ume. Because of rapidly changing concepts of the role of hospitals 
in providiRg health care services, further revisions will doubt- 
lessly be necessary from time to time. 

This publication represents a notable contribution to hospital 
literature and, while not totally answering the need for stand- 
ardization, will serve as a guide to hospitals in developing or- 
ganizational patterns and in allocating functional responsibilities. 
It can serve as a pattern against which a hospital represen- 
tative may review and compare his institution's work assign- 
ments — ^both internally and with other hospitals. The infor- 
mation will be helpful in comparing job titles and the duties 
performed under these titles. Other uses, outlined in the intro- 
duction, may be made of this volume. 

It is hoped that hospitals, schools, colleges and universities, 
employment officers, libraries, and related groups not only will 
find this document valuable to them, but also will assist in 
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future revision by forwardinff comments and suggestions de- 
signed to make the data more current and reflective o± the 

national scene. ^ i. +t. 

We are pleased to have collaborated in the preparation of both 

the original study and this revision, 

Mab^ Berkb 

President, American Hospital Association. 













Preface 

Great strides in medical research, technological aids to diag- 
nosis and treatment, extension of hospital and health insurance 
plans (including the Medicare and Medicaid programs), and the 
expansion of a more health conscious population, along with 
higher per capita income, have made health services one of the 
fastest growing sectors of the ccononiy. As a result, chronic 
shortages of niedical and health personnel have been intensified 
despite the training of new health personnel, which has not pro- 
ceeded fast enough. . 

This revisioii of Job DBSCTt'ptions vid OvgcinwO/tionoX Analysts 
for Hospitals and Related Health Services (hereafter referred to 
as Hospital Job Descriptions) has been prepared by the U*S. 
Training and Employment Service of the Manpower Adminis- 
tration in collaboration with the American Hospital Association 
to fill the need for basic job information pertaining to hospital 
and related health service occupations. 

The original edition, published in 1952, proved to be a useful 
tool by providing )’eliable occupational Information for hospital 
administration, for management at various levels, and for per- 
sonnel of the public employment service — all of whom used it 
in their placement, counseling, and related activities. These ac- 
tivities included recruitment. Interviewing, referral, job and em- 
ployee evaluation, training, and utilization of hospital workers. 

Since 1962, numerous changes have taken place in job content, 
performance requirements, and responsibilities. In addition, new 
jobs have emerged. These changes and additions are due largely 
to increased knowledge and technological advances. Passage of 
legislatibn, such as the Manpower Development and Training Act, 
bas expanded resources in health manpower. These factors com- 
bine to emphasize the urgent need for current information about 
hospital occupations. Alsp, this type of occupational information 
is sought by high school and college guidance counselors in as- 
sisting young people to plan study courses and research projects j 
librarians need it to support and supplement other job informa- 
tion bn library shelves ; and vocatlbhal counselors use it to set 
up training cpurses In health occupations, both for school sys- 
tems and the many subsidized training and assistance programs 
throughout the country, 

A number of factors combine to account for the rapid growth 
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of the health service industry. The growing* affluence of our 
society has been acconipanied hy greater deTnand for high-quality 
health care. The expansion of health insurance coverage has 
helped to finance this care- — ^a large majority of Americans cur- 
rently have at least some coverage under health Insurance plans. 
The population explosion has had its effect. Government suh- 
sidies for hospital construction have raised mannower require- 
ments. A significant increase of older and younger people In the 
population has added to the demand for health services, as has 
the rapid growth of the research and development sector of the 
industry. Additional demand has resulted from the expansion of 
health services for low-income persons under the Economic Op- 
portunity Act and the current increase for military and veteran 
health services. Finally a major expansion in the number, the 
capacity, and the type of services of nursing homes has sharply 
increased requirements. And it appears that these demands will 
continue to mount over the next decade. 

Approximately 8.7 million persons are now engaged in health 
services, 2.4 million of whom are employed in hospitals. Projec- 
tions for 1975 indicate that jobs in kealth services will increase 
to 5.B million, 8.4 million of which will he in hospitals. Accord- 
ingly in 1976, hospital employment of health service personnel 
will have increased an estimated 40 percent over the current 
level of employment. This increase will be reflected in every 
hospital health service occupation, ranging from an eatimated 
5-percent increase in pharmacists to an estimated .50-percent In- 
crease in attendants and nurses. 

Most people tend to think of health services in terms of doctors, 
dentists, and nurses. It is true that this highly trained core of 
professionals is a key element of the health service work force. 
But they account for little more than a third of total health 
service personnel. The other two-thirds is composed mainly of 
practical nurses, attendants, and nurse aides} technicians and 
therapists skilled in X-ray and laboratory procedures, rehahilita- 
tlve treatments, and other specialities ; and a wide range of 
supportive personnel concerned with recordkeeping, administra- 
tion, food handling, supplies, housekeeping, maintenance, and re- 
lated tasks. These jobs range from unskilled labor to highly 
skilled profeBsionals, and they constitute a dynamic element in 
the total work force. , 

Proper utilization of these workers* sklfij» is essential both to 
the quality of the services rendered by the hospitals and to the 
morale and efficiency of the employees. The data in this volume 



15 



will provide the basic occupational information about hospital 
jobs and hospital functions that is essential to effective personnel 
administration and to the solution of the manpower problems 
facing hospitals and other health services. 

Advances in medical science and health technology are bringing 
about constant changes in the kinds of work done by health 
workers and the emergence of many new jobs. Such changes are 
altering traditional occupational patterns in the health ser\ice 
industry and are reflected in this volume. 

Some of the new jobs added in a large number of hospitals 
since 1962 include inhalation therapist, communications coordina- 
tor, medical-record technician, cathetherlzatlon technician, di- 
alysis technician, audiologist, speech pathologist, therapy techni- 
cian, director of staff development, heart-lung machine operator, 
surgical technician, specialized therapists, and jobs dealing with 
radioactive materials. 

This study will contribute substantially toward the development 
of standards for job titles and duties in the hospital and releated 
health service flelds. The proper use of this information, with 
whatever modiflcations are necessary to reflect the individuality 
of specific organizations, will Inevitably result in more objective 
decisions relating to a variety of personnel matters. IMoreover, 
the understanding of mutual problems which results from such 
utilization will necessarily increase the effectiveness of the re- 
lationship between hospitals and their community employment 
service oflaces. 

Contributions to this revision came from many sources. The 
primary source data were obtained through job analysis- 
studying the jobs in hospitals^ For this information, we should 
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Introduction 

NATUBE AND FORMAT OF THE VOLUME 

The general scope of the Hoapital Job Deacriptio7is revision 
project covered complete revisal of the 1952 edition. Bach job 
that appeared in the previous publication was restudied to in- 
sure that both its content and the peripheral data were current 
in every respect. The introductory materials, the department 
narratives, and the organization chartE were also reexamined 
and streamlined. A major effort was made to identify and de- 
velop descriptions for hoapital occupations that have developed 

since 1952. j + 

The job descriptions prepared for this study are based on data 
assembled from many sources and from diflferent parts of the 
country. The U.S. Training and Employment Service compiled 
a comprehensive inventory of the job titles most frequently 
found in hospitals. This original compilation of hospital job titles 
covered approximately 800 different titles and was based upon 
reexamination of job descriptiona found in (1) the 1962 edition 
of the Hospital Job DesoH'Dtions, (2) the revised edition of the 
Health Careers Guidebook J (3) special hoapital studies con- 
ducted by approximately 26 State emrloyment services, and (4) 
occupational information provided by specialists in the hospital 
field. The inventory was subdivided Into departments or organi- 
zational groupings and parceled out, together with available 
source materials, to State employment security agencies' occupa- 
tional analysis field centers for study. 

The American Hospital Association selected 27 hospitals 
located near eight occupational analysis field centers ( California, 
Michigan, Missouri, New Jersey, North Carolina, Texas, ^Vash- 
ington, and Wisconsin). These hospitals ranged in size from 
48 to 748 beds. Each center was instructed to conduct a job 
analysis study of all jobs within specifled hospital departments 
of each hospital in' its assignment. Each department was as- 
signed to more than one center, insuring geographical as^ well 
as institutional occupational variations. The job analysis infor- 
mation was recorded on a U.S, Training and Employment ^Serv- 
ice Job Analysis Schedule, and a composite Job description 
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was prepared using the schedules as source material. The 
national office received more than 1,000 of these schedules which 
were combined Into more than SOO composite job deacriptions, 
with accompanying organizational charts and narrative reports. 

Some of these composites were again “composited,” resulting 
in a total of 238 job descriptions— 55 more than the number 
contained in the 1962 edition. This increase is accounted for 
by jobs, mainly technical, that have emerged since 1952, such 
as Inhalation Therapist, Oytotechnologist, KTuclear Medical 
Technologist, and Audiologist; job breakdowns such as Hospital 
Guide, Dietetic Clerk, Medical Record Clerk, and Dispensary 
Clerk ; and the inclusion of jobs not new to the economy in < 
general, but new to the hospital locale, such as Parking Lot 
Attendant, Public Relations Director, Health Physicist, and In- 
dustrial Engineer. 

Since these job descriptions reflect the occupational situation 
as it exists in a variety of localities, they are composites and 
cannot be expected to coincide exactly with any single position 
in a speclflc institution. Therefore, usually It will be necessary 
to adapt descriptions to fit individual organization patterns and 
Jobs before they can be used with complete accuracy. For that 
reason it is important that those who use this material be 
familiar with the meanings and purposes of the various sections 
included in the volume and with the several parts of the in- 
dividual job descriptions. 

There were decisions to be made about the Jobs to be included 
or excluded from this volume. A hospital, whether a single 
building or a large complex, must of necessity be somewhat 
self-contained and self-sustaining. The people to be employed 
include those who are involved with direct patient care, such 
as the nursing service, laboratory, and technical personnel ; also 
those necessary to support patient care, such as business, ad- 
ministration, service, and plant operation and maintenance. 
Thus, a variety of Jobs is included that relate directly and in- 
directly to patient care and treatment, plus those members of 
the medical profession who have accepted the hospital respohsi- 
bility to be department heads, such as Radiologist, Physiatrist, 
Anesthesiologist, Pharmacist, Dentist, and Pathologist. ExcludfBd 
from definition are physicians, surgeons, and members of spe- 
cialized medical and other professibns who provide day-to-day 
and consultative services to hospitalized patients. These profes- 
sional people have private practices outside the hospital, give 
care and treatment to hospitalized patients for whom they are 
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responsible, and thus are accountable to the Chief of Medical 
Staff; but they have no other responsibility to the hospital 

administration. 

This study is mainly concerned with employees on payrolls in 
patient care establishments. It does not Include self-employed 
professionals, proprietors of health establishments, or students, 
volunteers, or other unpaid personnel. ^ ^ 

The information presented in this publication. Is in terms of 
those occupational situations occurring in an average-size sev- 
eral hospital. The organization of the information is in accord- 
ance with the three major hospital divisions — Administration, 
Professional Care, and Plant Operation and Maintenance. With- 
in 'these divisions are the related departments arranged in 
alphabetical order, with the exception of the Executive Depart- 
ment which is placed first in the Administrative Division. Each 
department is described in narrative form with a suggested 
O'rganization chart and followed by descriptions of the jobs in 
that department. 



DEPARTMENT NABBATIVES 

The narrative description of a department defines the func- 
tions and purposes of that department and establishes its limits 
of responsibility. In this manner It serves to set the framework 
■yvitiiin which departmeiital structures may be established,^ In 
addition, the narrative presents the lines of authority ; relation- 
ships with other departments and groups; accrediting agencies 
governing specialized activity, together with some indication of 
the minimum essential requirements for an accredited depart- 
ihent* extent of supervisidn and direction given personnel in 
the department ; and - the relative signiflcance of the department 
^thin the overall institutional structure. In thdr^ . manneri the 
narrative seryes f o inf p™ the rreadei| of the organization 

and objectives of a hospital and to. ©stablish,: the pattern f^ the 
individual Job descriptions that follpw.^^^' w 

The harrative^^^^^^l^ oppprtumty useful oc- 

cupational InforniatlPn which, because of its ha'tiir©* is Sfi^sral 
to eve^ ^ 6b in that department ah would present only 
repetitlPn and bulk If repeated for each the related Job de- 
scriptions. This inf orhiatlon concerns adnaihistratipn, person^ 
policies and practices^ ipecullariti the departnaent or o 

zatiorial? grouping^ special equipment, general hftzards^^^/^ 

conditions, and other f enures considmfed- helpful^^^^ 
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use this publication. Thus, information in the narrative is neces- 
sary to present a full picture of each individual job in the 

department. _ 

General Clerical, Outpatient, and Technical Services Depart- 
ments. have been arbitrarily devised i.A order to assemble Into 
homog’eneous groups those jobs that exist in any one or a number 
of different departments. Very likely, neither group of workers 
exists as a separate department in hospitals. They are grouped in 
this way for greater clarity in presenting descriptions of the jobs 
allocated to these activities. No department narrative has been 
formulated, nor has an organization chart been prepared for either 
group, since specific assignments and lines of supervision will 
depend upon where and to whom the workers are assigned. For 
each group, a cover page lists the Jobs in alphabetical order 
followed by a short statement indicating how the jobs should 
be treated. 

ORGANIZATION CHARTS 

The organization chart presents a picture of the department 
as an integral, functioning part of the total operation of the 
institution and shows at a glance the vertical and horizontal 
lines of authority and responsibility among the workers. Gener- 
ally, the organization chart shows the descending order of 
authority and responsibiliby from supervisor through subsidiary 
workers. 

A suggested organization chart for each department, using the 
titles of the jobs presented in this volume, follows the depart- 
ment narrative. These charts are not necessarily reflections of 
the structure in any one institution but present the pattern 
implied by the specifle jobs covered in this study. The organiza- 
tion charts represent a composite picture of what Is typically 
found in the hospital and related health services. Solid lines 
denote lines of direct supervision. Broken lines denote a Tncty 
or multi element of supervision. Sach chart carries a word of 
caution for its application. 



JOB DESCRIPTIONS 

The descriptions for the department's jobs follow the narra- 
tive and organization chart. Although there may be as many 
kinds of j ob descriptions as there are uses for them, an attempt 
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was made to develop a format for these descriptions which will 
he useful and understandahle hy a number of audiences. 

The arrangement of the job descriptions in each department 
is primarily alphabetical. The description for the department 
head is always placed first, followed in alphabetical older by 
the remainder of the jobs in the department, regaidless of pro- 
fessional or supervisory status. There are two exceptions to this 
arrangement: in Nursing Service, the Directors, Supervisors, 

and Nurses are grouped first because of their close relationships, 
and in Radiology- — Nuclear Medicine, the three jobs belonging 
to Nuclear Medicine are grouped together because they could be 
a separate department. Assistance in locating specific descrip- 
tions on a departmental basis is provided by means of a table 
of contents in the front of the book; there is also an alphabetical 

index of job descriptions at the back. 

Many phases of personnel management are predicated on uhe 
availability and use of accurate and reasonably detailed job 
information. The need for such information exists even though 
supervisors may feel that they fully understand the jobs that 
they supervise. Continual changes in procedures and techniques 
result In realignment of tasks to meet a variety of situations, 
and active and ambitious workers may enlarge the scope of their 
own activities while other workers lose or forego portions of 
theirs. If personnel decisions are to possess any validity, they 
must be based on comprehensive job descriptions that are 
systematically revised to reflect the current Job situatioii in as 
accurate a manner as possible. The descriptions contained in this 
volume may well serve as a starting point from which Interested 
persons may prepare descriptions more reflective of their own 
situations. There is a section entitled '‘Instructions for Prepara- 
tion of Job Descriptions’* for guidance If desired. 



Titllnir 

In general, titles for the job descriptions were selected on the 
basis, of general usage or acceptance in hospitals. This title is 
called main title and appears in capital lettera, centered, at the 
head of each description, and in capital letters wherever it is 
found throughout the volume. Beneath this main title will ap- 
pear a number of alternate titles, in lowercase letters, which 
are names by which the same job may be known. A title fol- 
lowed by a code miinber appears in the upper right-hand corner 
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of the first page of each job description. This title may or may 
not match the main title; it is the title by which the job appears 
in the Dictionary of Occupational Titles (DOT) Some jobs 
are so new that they do not appear in the current edition of 
the DOT ; they will appear in future releases. 

Contents of the Job Description 

Each job description has six sections in order to group the 
information nresented. These six sections are titled^ Job Duties; 
Machines, Tools, Equipment, and ^^orh Aids; Education, Train- 
ing, and Experience; W^orker Traits (Aptitudes, Interests, 
Temperaments, Physical Demands, and lA^orking Conditions) , 
Job Relationships ; and Professional Affiliation. 

Job Duties: This section begins with an introductory state- 
ment which summarizes the activities of the job and immedi- 
ately orients the reader in regard to the scope of the job. It 
contains information specific to (1) duties performed by the 
worker; (2) the objective or purpose of the job — ^what gets done 
as a result of the worker’s actions; (S) the devices (machines, 
tools, equipment, and work aids) utilized by the worker; and 
(4) the materials, products, or subject matter with which the 
worker is concerned or the service which he renders. This state- 
ment should provide the reader with an overall concept of the 
purpose, nature, and extent of the duties performed, and how 
the job differs generally from other jobs in the department or 
organizational setup. 

The remainder of the section expands upon the incroductory 
statement and explains the important details of the job logically 
and concisely. The material consists of an orderly presentation 
of the tasks of the job and ifs composed of a series of statements 
telling what the worker does and why and how he performs 
the various tasks. The tasks that comprise a job are arranged 
either in chronological or in functional order. Tasks can be 
arranged chronologically when a job has a specific cycle or 
sequence of operations that can be described in the order in 
which the worker is called upon to do them, such as in many 
routine clerical, housekeeping, laundry, and engineering and 
maintenance jobs. A functional arrangement of Job tasks and 
duties is used for Jobs having no regular cycle of operations, 
which are more dlfflcult to describe since they involve a con- 
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slderable variety of duties and 

have no established sequence of operations. The functional ai 

rangement has been used for the most part to desenbe admmis- 

trative, technical, and professional jobs. were 

In nreparing these composite job descriptions, las^ 
found that were not integral parts of the job and did not always 

“but could be performed by the worker ^ eertam c r 

cumetances of the job situation. These 

at the end of the Job Duties section and introduced by 

'^“ma^nes, tools, equipment, and work Atos ^ An indi^^^^ 
tion of those items that the worker uses, or with wnich he wo_ , 

are listed here. The listing is not exhaustive. to 

EDUCATION, TRAINING, AND EXPERIENCE: Education refers to 

the minimum amount of Started Little 

an applicant before the placement process 

information is to be gained by a mere P^®t "a^^ 

academic achievements. Insofar as possible, ®P® , „ . , _ _ 
ter is indicated that should have been mastered by the 
In many instances where the required academic level is le^atively 
low educational qualifications are stated in terms of abili^ 
snT^k read and write, and to make simple arithmetic eeleet® 
thms In those instances where educational requirements have 
been'established by an accredited professional association, 

Qua^lifications have bBen stated, * 

2 rr?r 

tLse marnot coincide exactly with the qualifications estab- 
l^hed bv^necific institutions, but they do represent a concensus 
arriled at S investigation of many different sources. Again, 
it is minimum training and experience 

for adequate performance on the job. Except for those require 
men ts determined by accredited professional associations, th.. 
qu^lLatfons present the opinions of hospital administrators 
and Ter^nnel directors engaged in selection and 
The various qualifications are not always standardized and con- 
siderable variation exists among employers as to requirement^ 
However, an effort has been made to indicate the range of such 

biring requirements. , Tneans 

Included in this section are licensure requirements. This mea^ 

a license required by a professional association, such as for 
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Therapist, certain Technicians, and many jobs in the laboratory; 
State and municipal liconsing for Nurses and for some jobs in 
engineei’ing' and maintenance ; and in some cases a license to 
drive a car or truck, if driving is a necessary part of the job. 

"Worker Traits : This section identifles the characteristics a 
worker must possess in order to leai’n and to perform auccess- 
fullv the duties of the particular occupation. The ability of an 



individual to adjust to a speciflc type of work is as aignificant 
as the education and training qualiflcations he brings to the 
occupation. Consequently, there have been judgments of a num- 
ber of components : Aptitudes, interests, temperaments, physical 
activities, and environmental conditions to which Individual 
workers must adjust. Information concerning basic abilities and 
traits is essential for such programs as evaluating jobs, deter- 
mining possible job transfers, and e electing proper workers to 
perform the jobs. A listing and definition of each factor for 
the various coniponents is contained in the section entitled Def- 
inition of Worker Traits which appears at the back of the book. 

This section replaces the Performance Requirements section 
of the 1952 edition. Although the headings are different, the 
basic concepts are the same. Some indications are presented of 



the level of uifTic wi 



deBUi'ibmg the demaiius 



made by the Job on the worker. The section indicates the in- 
dividuars major responsibilities in terms of preferences for, and 
abilities to, handle various types of situations through such 
factors as dexterities; materials, equipment, and processes; and 



cooperation with others. The responsibility factor relates in part 
to the degree of supervision given and received and the decision 



limits within which a Job must conform. 

An effort has been made to provide some Indication of a number 
of worker characteristics essential to successful performance on 
the Job. They have been described here In narrative form, using 
Worker Traits terminology, to explain how each trait pertains 
to that particular job. Insofar as possible, each factor selected 
as relevant to the Job has been accounted for by examples from 
the Job Duties section. Those components chosen are not neces- 
sarily exhaustive. A brief explanation of the components is: 
Apivtudes mean the speciflc capacities and abilities required 
of an individual In order to learn or perform adequately a task 
or job duty. This component, made up of 11 speciflc aptitude 
factors, includes the nine aptitude factors contained In the Gen- 
eral Aptitude Test Battery (GATB) developed by the U.S. Train- 
ing and Employment Service and two additional factors not 
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measured by the GATE. Those aptitudes selected seemed signifl- 
cant in the occupation and are identified in terms of specific 
work situations. The factor of intelligence, however, was not 
rated because of the difficulty in writing meaningful descriptive 

statements for this relationship. 

The inter eats component is defined as a preference for a parti- 
cular type of work experience. It consists of five pairs of bipolar 
factors, arranged so that a preference for one factor In a paii 
generally indicates a lack of interest in the other factor in the 
pair. Those interest factors selected seemed to be significant to 
the job in question and are identified in terms of specific situa- 
tions. T, n r 

The terwpeTQ/YYieytt coniponent consists of 12 factors that reflect 

different work situations. Each work situation describes a type 
of activity that demands a different adjustment on the part of 
Individual workers. Those temperament factors selected appeared 
gigo.iflcant in the occupation and are identified in terms of specific 
duties. 

Physical de^nands and working conditions are two separate 
components, combined for brevity and because of certain relation- 
ships. Physical demands are physical activities and sensory^ per - 
ceptions required of a worker by the work performed.^ These 
demands serve as a means of expressing both the physical re- 
quirements of the job and the physical capacities a worker must 
have to meet the requii oments. There are six physical activity 
factors : Lifting, carrying, pushing and/or pulling (strength) ; 
climbing and/or balancing; stooping, kneeling, crouching, and/or 
crawling ; reaching, handling, fingering, and/or feeling ; talking 
and/or hearing; and seeing. "Working Conditions are complemen- 
tary to physical demands but describe the surroundings in which 
the Job is performed and Indicate any hazards inherent In the 
work. There are seven factors describing environmental condi- 
tions; Inside, outside, or both; exi;remes of cold plus temperature 
changes ; extremes of heat plus temperature changes ; wet and 
humid ; noise and vibration ; hazards ; and fumes, odors, toxic 
conditions, dust, and poor ventilation. 

Those physical demands and working conditions factors selected 
are significant to the job in question by meeting the established 
criteria for successful performance and are identified in terms of 
specific Job duties. These components serve a useful purpose in 
the employment of women, youth, older workers, and particularly 
the handicapped. Obvious working conditions such as “clean, well- 
lighted, heated, and ventilated hospital rooms** as well as obvious 
hazards for which standard precautions are taken such as * danger 
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of falls on wet floors^’ or “exposui’e to communicable diseases*" 
have been omitted, in most cases, from the iob descriptions. Spe- 
ciflc hazards that apply to an entire department are discussed in 
the department narrative. 

Job Relationships • This section, along with the department 
narrative, serves tn establish the occupation in question within 
the total structure of the department in whieh the job occurs 
and, in addition, to indicate lines of supervision and progression. 
It is divided into four subsections: the first two are “Workers 
Supervised” and “Supervised by.” These subsections indicate the 
probable lines of supervision and establish the areas of responsi- 
bility for supervisory positions. Usually, exact titles, such as 'chose 
in this publication, have been used. W^here entries may include a 
considerable number of titles, a general statement, such as “cleri- 
cal workers assigned to this department” has been made. The 
third and fourth subsections are “Promotion from” and “Promo- 
tion to.” These serve to position the job within the promotional 
hierarchy of the hospital organization and to Indicate the pro- 
motional possibilities available to each Individual. Jobs requiring 
little academic achievement or previous experience have been 
labeled “This may be an entry job.” Again, wherever possible, 
exact titles have been used. 

PEOFESSIONAL AFFILIATION : There is a listing of names and ad- 
dresses of professional associations or organizations usually as- 
sociated with a professional occupation. The associations listed are 
usually of national level, since it would be nearly impossible to in- 
clude all the existing regional. State, or local associatiohs. 
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THE HOSPITAL 



The hospital is a complex organization utilizing combinations 
of intricate, specialized scientific equipment and functioning 
through a corps of highly trained personnel educated to the goals 
and techniques of modern medical science. All these are blended 
into the common purpose of restoration and maintenance of good 

health. , . , ^ 

As an organization, the hospital provides special facilities and 

trained personnel to facilitate the work of the physician In his 
care of the patient— who is the focal point about which all acti- 
vities of the hospital revolve. In the delivery of medical services 
to patients, therefore, the medical staff, including nurses and 
other personnel, becomes a most important factor. The character 
and extent of hospital services are adjusted continuously to keep 
abreast of social changes and advances in medical science. This 
requires frequent replacement and addition of equipment, effec- 
tive training opportunities, and coordinated departmental organ- 
ization. j 

Although primary emphasis is placed on the care of bed pa- 
tients, tiie frontier of the hospital in recent years has been ex- 
tended from the sick person in the hospital bed to the sick or po- 
tentially sick person in his normal living situation. In addition to 
outpatient clinics, for example, hospitals have been assuming more 
and more responsibility for programs of preventive medicine. They 
serve as the medium in many communities through which physi- 
cians and nurses, along with voluntary and official health agencies, 
pool their efforts for Improvement of the public health. This 
public education aspect of hospital service is rapidly becoming 
important in the service rendered to the community by the hospi- 

tal. . . j 

An important correlative function of the hospital is the educa- 
tion of both professional and paramedical staffs. The medical and 
nursing professions, as well as a number of other vocations, depend 
heavily upon the hospital for education and training. The hospital 
is the only Ibcale in which students of medicine and nursing can 
obtain the broad practical experience necessary to supplement and 
round out their academic Instruction. In many instances this ap- 
plies equally to the business, adminiatrative, and service staff of 
the hospital. Technicians of all types niust keep abreast of ad- 
vances in their respective fields and these advances often take 
place withi n the hospital. Only there can they obtain the requisite 
on-the-job training necessary to become familiar with new de- 
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velopments. The educational and training programs for each of 
these groupa require planning, organization, and direction. All 
of the programs have a hearing upon the hospital’s service and 
must be fitted into the overall operation of the hospital. 

Another broad function of the hospital is to facilitate the in- 
vestigative studies and research in the fields of medical services 
while concerning itself with improving administrative procedures. 
Some hospitals have the resources and facilities to support an ef- 
fective program of basic research. Hei'e it is necessary to coordi- 
nate the work of the scientist and the clinician in order to provide 
opportunity for the development of projects of fundamental re- 
search and to apply the knowleclge gained to the practice of 
medicine. 

In most hospitals, opportunitlesi are present for a variety of 
clinical studies. Valuable data are accumulated in the medical 
records of the thousands of patients cared for in hospitals. These 
data are used to test the hypotheses and the scientific investiga- 
tions that result from fundamental research. Most hospitals con- 
tinuously' encourage formal or Informal research programs 
designed to Improve the overall services which hospitals make 
available to the public. 

Thus, the hospital brings together various types of personnel 
and facilities. Here, then, are combined specific lifesaving efforts 
"vvith related public health, educational, and research activities. 
Although there is no typical hospital which reflects the special 
emphasis placed on the various phases of its comprehensive health 
programs, all participate to some degree in all of the related 
activities. Hospital personnel must work, therefore, in an atmos- 
phere of coordinated effort of trained and experienced personnel, 
whose interlocking efforts reflect the unusual breadth and depth 
of hospital functions. 

In some aspects, the hospital resembles and incorporates acti- 
vities usually found In commercial enterprises. In addition to the 
business, administrative, and service departments commonly found 
in commercial enterprises, the hospital usually includes a power 
plant, a dietary service, a paint shop, and a maintenance staff. 
In this regard, a hospital Incorporates industrial functions, but 
the aimllarity does not extend througho’i^t its entire organization 
and operation. 

While industry is created through individual initlati . e to pro- 
vide a service or product for private gain, hospitals are established 
as a result of group effort to provide a public service. Industry 
produces tangible goods or services which it offers to the puhlle 
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at an established price and which the public accepts or rejects 
according to its desire for the product and Judgment of Wie 
quality and cost of the item or service. Hospitals provide facilities 
and personnel for a service which the recipient usually does not 
elect to receive, which he often does not understand, and at a cost 
which often is not predictable. 

Industrial efiorts are built upon reg’ular time schedules and 
cai-efudy established production processes. Work programs of em- 
ployees can be specific and binding. Hospital staffs must be 
organized to meet emergencies rather than to follow routine pio- 
duction schedules. This requires constant program planning, per- 
sonal sacriflces on occasion, and extended hours of work. The 
hospital functions 24 hours each day, 7 days each week, and 52 
weeks each year. Hospital employees deal continuously with people 
who are emotionally and physically upset, so that technical and 
mechanical skills must be fitted within a framework of quiet per- 
suasion and full understanding of abnormal human behavior. 

Industry relies upon a clearly established direct line of author- 
ity’ from top management to production employees. Such organi- 
zational structure is not as readily established or easily defined in 
the hospital. Two major authorities, one iiivolvlng administration 
of the institution and the other dealing with the provision of 
professional medical care, must coordinate efforts to produce de- 
sired results. Hospital employees have responsibility to both au- 
thorities, and must be constantly on the alert to serve both of 
them well, to favor neither, and to understand the responsibilities 
of each. In addition, hospital personnel must be sensitive to the 
demands, desires, and needs of patients and their relatives so 
that satisfaction is assured. To this end, hospital employees must 
work to maintain a unity of purpose within their organizations. 

If the greatest possible values are to accrue from the efforts 
of hospital employees, it is necessary that there be awareness of, 
and continued emphasis on problems of human relationships 
^long medical staff members as well as between hospital per- 
sonnel and patients. And a coordinated team, effort Is essential 
to accomplish the end objective of hospital care— -the restoration 
of the patient’s health. A close working relationship Is possible 
only when all employees and all levels of management understand 
the functions, responsibilities, and authority of each person, de- 
partment, and division of the complex organization called a hos- 
pital. The combined efforts of Individuals aided by mechanical 
devices, working on a background of a vast reservoir of scientific 
and technical knowledge, is the hospital. Its level of performance 
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is directly related to the interest, diligence, and competence o£ 
the people who staff it. 
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administrative division 



EXECUTIVE 

COMMUNICATIONS 

DATA PROCESSING 

FINANCIAL MANAGEMENT 

GENERAL CLERICAL 

PERSONNEL 

PUBLTC RELATIONS 

purchasing and receiving 

TRAINING 

VOLUNTEER SERVICES 





EXECUTIVE DEPARTMENT 

Purpose: Direct all functions of the hospitel in 

overall policies established by the governing board, in older ^at 
objectives of health care, advancement of ef' 

all contribution to community welfare may be 
fectively, economically, and to the satisfaction of patients, 

nlovees, and medical staff. , i. . ^ 

Responsibility: Interpreting and administermg po icies ° 

erning board, and acting as technical advisor and liaison offce in 
matters involving formulation of these polici^. To execute ^es 
functions properly, the department is responsible for managem.n. 
and supervision of all aspects of hospital activities, including 
planning and direction, public relations, budget and finance, per- 
sonnel administration, volunteer services, purchase and supply, 
plant maintenance, housekeeping, general administrativ e servi^^^^^^ 
and coordination of medical staff activities into the pq,tient care 

progTam. _ 

More specifically, responsibilities of the Executive 



1 Transmitting, interpreting, and implementing policies, 
rules, and regulations affecting all hospital activities and per- 
sonnel; establishing procedures for systematic perform^e o 
hospital duties; and coordinating activities of all departoents. 

2 Acting as liaison among governing board, medical stan, 
and hospital personnel, and encouraging maintenance of profes- 
sional and medical standards through Insistence on an organized 
medical staff prepared to adhere to prescribed quality standards. 
The ADMINISTRATOR is the chief executive officer of the boar a. 
In cooperation ivith medlcai staff and governing hoard the Ex- 
ecutive Department contracts for services of members o me ica 
staff who are licensed to practice in the State. 

S Providing for equipment and facilities consistent with com- 
munity needs and goals of the hospital, and insuring that high 
professional standards are maintained for health care. The Ex- 
ecutive Department has primary responsibility for the safety 

and protection of hospital patients. 

4. Formulating and maintaining an effective program of pub- 
lic relations. This Involves explaining hospital costs and ftmctions 
to the public. Interpreting purpose and importance of the hospital 
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in relation to community welfare, and participating in community 
affairs. 

S. Maintaining sound financial structure, including establish- 
ing fee schedules, providing for careful, economical, and safe 
administration of funds, and maintaining accurate records of hos- 
pital finances. 1 cooperation with all departments, the Executive 
Department prepares a budget for approval by the board and 
drafts recommendations covering future operations of the hospital. 

6- Formulating sound personnel policies and disseminating 
these policies to all hospital employees, developing an organiza- 
tional structure with clearly deftned lines of authority and areas 
of responsibility which will enable the employees to work to- 
gether towai’d common objectives, selecting and training qualified 
department heads, coordinating all department activities, and es- 
tablishing lines of communication between administrative and line 
employees. 

7. Supervising maintenance and protection of buildings and 
grounds, giving final approval on equipment and supplies, and con- 
tracting fqr new construction. 

8. Keeping up to date with advances in management tech- 
niques and business methods, technological changes, and economic 
and political trends, and broadening the perspective and scope of 
hospital services to meet expanding needs of the community. 

9. Preparing periodic reports to the governing hoard cover- 
ing progress and programs, as well as the activities of, and pro- 
jected plans for, the hospital. 

10. Maintaining liaison with local. State, and regional hospi- 
tal and governmental health councils and planning agencies. 
Authority: The ADMINISTRATOR reports directly to the gov- 
erning authority, known as the Board of Directors, Board of 
Governors, or Trustees, and responsibility is delegated to him for 
carrying out established rrles and regulations of the board. The 
guiding and directing force for administration comes from the 
governing authority as the primary policymaking body, and it 
specifically expresses the aims and gc als to be achieved. The AD- 
MINISTBATOR assists the governing authority in policy deter- 
mination and initiates action on many matters which require an 
expressed policy. He develops statements of policy for considera- 
tion and approval by the governing authority. At the same time, 
constant review and periodic modiflcation of policies are essential. 
After policies are adopted, the ADMINISTRATOR is delegated 
full authority to conduct activities of the hospital to achieve de- 
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gired results. The ADMINISTRATOR, in turn, delegates to de- 
partment heads authority over their respective departments. 
Interrelationships and Intrarelationships : Ultimate respon- 
sibility for all hospital activities rests with the ADMINISTRjA- 
TOB. Coordination of various sections or departments is a major 
function of the Executi’-e Department, To accomplish this the Ex- 
ecutive Dei irtment maintains eflfective communication with all 
departments of the hospital. 

The personal contacts between the ADMINISTRATOR and gov- 
erning" authority, medical staff, department heads, auxiliaries, pa- 
tients, public health offlcials, civic organizations, and numerous 
other groups and individuals typify interrelationships in acti- 
vities of the Executive Department. 

The education and training functions of the hospital require 
careful organization and followup of all programs to Insure that 
standards are achieved and maintained. 

Standards: Certain minimum standards for medical and pro- 
fessional care established by the Joint Commission on Acci’edita- 
tlon of Hospitals, the American College of Surgeons, American 
IMedical Association, American Hospital Association, American 
Osteopathic Hospital Association, and other accrediting and 
licensing agencies are obligatory for the hospital. All standaids 
must be thoroughly understood to insure conformance. 

In addition, the American College of Hospital Administrators 
promotes increasing efficiency of hospital administratioii hy en- 
couraging programs for the continuing education of hospital ad- 
ministratora. 

Staffing: Staffing of the Executive Department will vary in 
accordance with size, type, and activities of the hospital. In the 
large hospital, the ADMINISTRATOR may have one or more 
assistants in sever*al primary administrative areas. In a small in- 
stitution the ADMINISTRATOR may attend to details in many 
functional areas. 
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Executive Departmeiit 



SuperiTitendentj Hospital 187-118 



ADMINISTRATOR 



executive director 
executive vice preBident 
hospital administrator 

JOB DUTIES 



Administers, directs, and coordmates all activities of the hospital to 
carry out its objectives In the provision of health earey furtherance of 
education and research, and participation in community health pi ogr am s : 
Is responsible for the operaticn of the hospital* for the application and 
implementation of established policies, and fur liaison among the governing 
authority, the medical staff, and the departments of the hospital- 

Organizes the functions of the hospital through appropriate departmentalf- 
nation and the delegation of duties. Establishes formal means of account- 
ability from those to whom he has assigned duties. Regularly schedules 
interdepartmental and departmental meetingB, where appropriatCj to 
maintalnL liaison between the medical staff and other departments- Names 
appropriate departmental representatives to the multldiscipliTiHry committee 
of the hospital- 

Prepares reports tcTf and attends meetings wrth, the goveming body 
regarding the total activities of the institution as well as governmental 
developments which affect health care. Provides for personnel policies and 
practicaa that adequately support sound patient care and maintain accurate 
and complete personnel records. 

Reviews and acts upon the reports of authorized inspecting agancies- 
ImplementB the control and effective utilization of the physical and 
financial resources of the hospital. Employs a system of responsible ac- 
countlngj Including budget and internal eontrols- 

Participates, or is represented. In communl^^^. State, and national hospital 
associations and professional activities which define the delivery of health 
care services and aid In shorts and long-range planning of health services 
and facilities- Provides an acceptable public relations program. 

Pursues a continuing program of formal and informal education in 
health care, administrative, and management areas to maintain, strengthen, 
and broaden his conceptsp philosophy, and ability as a health care ad- 
ministrator* _ 

Delegates administrative responsibilities to ASSOCIATE ADMINISTRA^ 

TORS and to department heads- 

MACHINESp TOOLS, EQUIPMENTp AND WORK AIDS 



None* 



23 







39 



24 



EDUCATION, TRAINING, AND EXPERIENCE 

GradiaatioTi .from an accntdited colleg'e or university^ with graduate work 
in an accredited program in hospital admmistration« 

Education and experience requirements may vary according to individual 
backgroundi size of hospital, and section of the country. However, a itiinimum 
of 3 years of serving in subordinate administrative positions is required 
by most hospitals* Larger hospitals may require 1 year of resident or 
administrative internship experience, 

WORKER TRAITS 

Aptitudes: Verbal ability is required to express ideas and views effectively 
when speaking to groups, hospital directors, and personnel, Must be able to 
gather and analyze data contained in reports. 

Numerical ability required to evaluate statistical date and to make 
various computations in planning hospital Dperatlons and budget. 

Clerical ability is necessary to read reports and utilize data accurately 
for other purposes, 

iTiteTests : A preference for activities involving esteem of others In re- 
quired to lead professional and nonprofessional workers and to parttclpat© 
in community activities, 

TernpeTcimeTits : Organizational ability to plan and control the total activity 
of the hospital and the activities of all its personnel. 

Ability to relate to people in a manner so as to win confldence and 
establish support. 

Ability to evaluate reports, research studies, and other data against 
both judgmental and veriflable criteria, 

flexibility to adjust to ahanglng conditions and the various details of 
the job, 

PhysiccLl Denttumfids a/nd ^WoThirig Conditions: This is light work. Sits and. 
walks throughout the working day. 

Talking and hearing to converse with individual members of hospital 
staff and to address various groups. 

Handling office equipment and supplies. 

Works inside. Usually has own office. 

Visual acuity to prepare and read reports. 

Hours of duty may be long and irregular. 

JOB RELATIONSHIPS 

TVorfcera mipervised: All employees of hospital through ASSOCIATE 
ADMINISTBATORS and department heads. 

SupBirvised hy: Governing authority of hospital, 
pTomoldon fronti ASSOCIATE ADMINISTRATOR. 

Promotion to: No formal line of promotion. This is the highest occupa- 
tion level In the hospit^. 
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PROFESSIONAti AFFILIATIONS 



Ainerieai'i College of Hospital 
Administrators 
840 North Lake Shore Drive 
Chicago, 111. 60011 



Association of University Programs 
in Hospital Administration 
1642 Bast B6th Street 
Chicago, 111. 60687 

Local, state, and national hospital 
associations* 

Local and State civic and se^ieas 
organiimtions* 
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Administrative Assistant 169«168 



ADMINISTRATIVE ASSISTANT 

JOB DUTIES 

Carries through to completion specific work projects assigned by AD^ 
MINISTRATOR relative to operation of total hospital or specific patient 
services^ to provide information for evaluation and revision of regulations, 
procedures, and practices t 

Assembles data relative to various phases of hospital activities* Investi- 
gates and reports on patient and visitor complaints • analyzes admission 
procedures to formulate plans for more efficient admitting methods; studies 
relationship between various departmental records with view toward con- 
solidation and reduction of amount of clerical activity; gathers data on 
consumption of Titilities and makes comparative survey against other in- 
stitutions of approximate sizei investigates advisability, in terms of cost 
and service, of use of eommereial services as against Hospital operated 
services such as laundry, dietary, or some maintenance and housekeeping 
operations; develops more efifective systems of handling clerical details; 
investigates and recommends arrangements for parking of automohiles on 
hospital grounds; determines operating cost, distribution of personnel, and 
work schedules for specifled departments ; assists department heads in 
assembling data relative to specific problem areas- 

Prepares statistical and other special reports to complete work assign- 
ments, Performs related duties as directed, 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 



None. 



EDUCATION, TRAINING, AND EXPERIENCE 

Graduation from an accredited college, university, medical school, or 
school of nursing. Completion of a course in hospital administration is 
preferred. 

Some hospital administrative experience is desirable, but this job is 
usually considered an adm inistrative trainee position* The worker receives 
on-the-job training in hospital administration and procedures through spa- 
clflc work asBignments. 

WORKBR TRAITS 

AptittLdesT Verbal ability is necessary to understand a variety of technical 
subjects relating to various departments, to communicate with hospital 
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personnel and personnel of outside agencies, to prepare evaluation reports 
of data assembled and recommendations for revisions of regulations and 
other directives- 

Numerical abilitp' is necessary to prepare statistical reports of findings# 

Irite^estB A preference for technical aetivities to support effective analysis 
and evaluation of hospital operational problems# 

T GTn^pGTCLTtxBTitB “ As a trainee under supervision, helps evaluate hospital 
operational problems by assembling and analyzing data; malcing recom^ 
mendations relative to revision of regulations, policies, and procedures; 
and devising methods for carrying out investigations. 

Soma problems involve working to precise accuracy of data. 

Meets and deals with staff members, department heads, and a variety 
of types of visitors and patients. 

PhyBiccil DeTYia/ridB ctitd ^^OTkirig CoTiditioYiB i This is light work. Sits 
and walks throughout the working day. 

Talking and hearing, to converse with staff members, visitors, and 
patients. 

Handling office supplies and equipment. 

Visual acuity to prepare and read reports. 

Works inside. 

JOB RELATIONSHIPS 

‘WoTkeTs BUpeTvised : None. 

Supervised by: ADMINISTRATOR or ASSOOIATH ADMINISTRATOR. 

ProntotioTi froin: No foimnal line of promotion. This is considered a 
trainee position. 

PromotioTv to: May be promoted to ASSOCIATE ADMINISTRATOR. 

PROFESSIONAL AFFILIATIONS 

None. 






Executiva Dapartmaiit 



SecratarF 201,368 



ADMINISTRATIVE SECRETARY 



secretarial asBistant 



JOB DUTIES 



Assists ADMINISTRATOR by performiilg secretarial and minor execu- 
tive duties I 

Takes minuteB of board, staflf, and exeeutive committee meetings, trans- 
cribes material using a typewriter, and distributes minutes to designated 
personneL Assembles material for reports, such as those of American 
Hospital Association, American Medical Association, and American College 
of Surgeons, and annual reports on interns and r^sidentSp and special 
auestionnaires. 

Interviews people coming into the office and directs them to the pertinent 
departments. Keeps records of appointments and meetings and reminds 
ADMINISTRATOR of them. Notlfles board and staff of meetings. 

Maintains flies of correBpondence and related materials. Opens and sorts 
mail, pointing out Items of unusual interest. Answers routine correspond- 
ence on own Initiatlve. 

In smaller hospitals, may perform clerical duties Incident to such ac- 
tivities as purchasing, personnel, and training programs* 

May train and supervise clerical wcrkers. 

Performs a variety of related elerical dutias, 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Typewriter and other office machines needed by particular office* Also 
office equipment and supplies such as fllecards, folders, staplers, and the 
like* 

EDUCATICN, TRAINING, AND EXPBRIENCB 

Graduation from high school or commercial school, including courses in 
typing, stenography, and business English, Two years of college education 
is preferred, _ 

At least X yearns experience as a STENOGRAPHER or SECRETARY. 

On-the-Job training in hospital office procedures, from 1 to 3 months. 

WORKER TRAITS 



Aptitudes: Verbal ability is required to prepare reports, to teke notes 
qh meetings, and to compose letters, using proper rules of grammar, spell* 
ing, and punctuation* 
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Numefical ability is required to make simple arithmetic calculations 
when compiling and auditing budget reports and expei se accounts. 

Clerie'il perception is required to copy data from rough notes and to 

prepare racords and reports accurately. ^ 

Form perception is required to take shorthand and transcrihe symbO-S 

into a meaningJ^^^l form. 

Motor coordination and Anger dexterity are required to coordinate 
and finger motioTis when operating a typewriter. 

InterestB: Preference for business contacts with people* in order to ef* 
fectively act as receptionist and secretary to the governing board. 

Preference for the communication of ideas* in order to take shorthand 
and prepare reports. 

Preference for prestige activities, by working with hospital policymaker^. 

m Performs a variety of duties such as Interviewing, steno— 
graphy, and assembling reports. 

^Torks with people in tactful, diplomatic manner. 

Exercises judgment and discretion whan mak^iig reports and answering 
correspondence. 

PhyBiccLl D& 7 TL€Lnds oLTid W oTkiitff C onditioTiB ^ This is light work- 
Reaching, handling, and Angering are necesaary to operate various offlee 

machines. ^ _ 

Talking and hearing are neceBsary to take minutes of meetings, take 
dictation, and communicate with staff and other persons. 

Near-visual acuity is needed to perform various clerical f unctions- 
Works inside. 

JOB BBL.ATTONSHIPS 

WoTkeTB BtipBTvisBdm IMay supervise a number of clerical workers. 
Supervised hy^ ADMINISTRATOR. 

Promotion from: No formal line of promotion* May be promoted from 
SECRETARY; MEDICAL SECRETARY; STENOGRAPHER ; or other 
clerical job In which ability is demonstrated. 
pTomotion to : No formal line of promotion. 

PROFESSIONAL APFILIATIONS 

National Secretaries Association 
llOS Grand Avenue 
Kansas City, Mo. 64106 



Executiv4i’ Secretaries Association, 
Inc, 

1090 Ticonderaga Drive 
Sunnyvale, Calif. 940S7 
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Executive Department 



Superintendents Hospital 197.11S 



ASSOCIATE ADMINISTRATOR 

JOB DUTIES 

Directs, supervises, and coordmates functions and activities of one or 
more hospital departnisnts; assumes all duties of the ADMINISTRATOB 

during^ his absence ; , ^ 

Assists in administration and coordination of hospital activities. ConEults 
with and advises ADMINISTB.4TOR on prohleme relating to operation of 
hospital. Recommends cham n? in administi ative policies to carry out ob- 
jectives of the hospital more effectively. Assists in preparation of budgets 
and allocation of funds, based on studies of costs, review of departmental 
budget estimates, familiarity with operating procedures, and discussions 
with department heads. May direct accounting of all hospital funds. May 
direct changes in procedures in any or all departments. 

Recommends improvement of hospital facilities, including eonstruction or 
renovation of structures and purchase of new equipment, based on persona ^ 
inspection of premises, consideration of hospital policies, and knowledge ot 

community needs and lesources. ^ ^ 

Interprets hospital and department polieles, objeetlves, and operational 
procedures to department heads. Resolves problems with department heads 
concerning such items as staffing, utilization of hospital facilities, and 
equipment and supplies. 

Meets with staff members to interpret changes in operational procedures. 
Meets with members of the community to promote good public relations 
for the hospital. Attends meetings of professional, civic, and service organi- 
zations as a representative of the hospital. In some hospitals, he may direct 
public relations and fund-raising programs, act as personnel oflacer, or 
negotiate with medical personnel for contractual agreements. 

In ahsence of ADMINISTRATOR, assumes his duties of planning, direct- 
ing, atid coordinating all hospital activities to insure full patient care in 
accordance with accepted medical standards. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 



None. 



r 

EDUCATION, TRAINING, AND EXPERIENCE 



GraduBtion from an accredited college or university, with graduate work 
in hospital administration in an accredited program or in a specialty such as 

accounting, business administration, or public health. 

Education and experience reqairements may vary accordirg to combined 
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backffround of the individual, .^ize of the hospital, and section of the country. 
However, a minimum of 3 years’ progressively responsible fedmmistratn^ 
work is required. Experience as head of a major hospital depaitmei y 

be acceptable. 

WORKER TRAITS 

Aptitudes: Verbal ability is required to effectively express ideas and 

Views when speaking to groups, hospital directors, and personnel, and to 

gather q.nd analyze data in reports. - i j +„ en Tmke 

Numerical ability is required to evaluate statistical data and to make 

various computations In planning bospital operations and budget ^ , 

Clerical ability is necessary to read reports and utilize data accurat y 

A preference for activities involving esteem of others Is re^ 
quired in order to lead professional and nonprofessional workers and to 

participate in cviinTtiunity activities. , _ ^ 

Temperamerits: Organizational ability to plan and control the activities 

of one or more departments. _ osf-nb 1 i<ih 

Capacity to relate to people in a manner to win confldence and establish 



Ability to evaluate reports, reseai b studies, and other da a ag 

both Judgmental and veriflable criteria. , , j 4 . Mo 

Flexibility to adjust to changing conditions and the various e ai 

Phyaical Demands and 'Worhing Conditions; This is light work. Sits and 
walks throughout working day. 

Talking and hearing to converse with individual memhers of P 
staff and to address various grdups. 

Handles office equipment and supplies. 

Works inside. Uusually has own office. 

Hours of duty may he long and irregular. 

JOB RELATIONSHIPS 

Workers auperviaed: All workers in department for which he is respon- 
sible. 

Supervised by: ADMINISTRATOR, j ,4. 1. 

Promotion from : May be promoted from head of any department. 

Promotion to: A,DhHN^ISTRATOR. 



PROFESSIONAL APFILIATIONS 



American College of Hospital 
Administrators 

840 North Lake Shore Drive 
Chicago, 111. 60611 



Association of Univer-sity Programs 
in Hospital Administration 

1642 Bast 66th Street 

Chicago, 111. 60637 

Local, State, and national hospital 
assonlatione* 

Local and Stats civic and service 
organizations. 
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Executive Departinent 



Medical Director 07u. — T 



ASSOCIATE ADMINISTRATOR, MEDICAL 

medical director 
JOB DUTIES 

Directs and coordiTiates all medical and related activities, with the ex- 
ception of nursing services : 

Assists in establishing standardB of medical service^ developes organi- 
zational plans to carry out activities within limits of available funds. Advises 
ADMINISTRATOR on medical and administrative prohlems and on ques- 
tion s of policy and public relations aa they relate to medical practices. Super- 
vises heads of various medical departments and recommends appointment, 
promotion, and transfer of physicians and supervisory personnel of medical 
units. Initiates and directs staff conferences for instructional purposes and 
discusses administrative and medical problems. Acts as consultant In unusual 
and difficult medical cases and advises clinical staff on a variety of problems. 
Pians for, and participates in, instruction of interns and reBident physi- 
cians. Investigates and studies new developmenta in medical practices and 
techniques, adapting them to specific hospital needs. 

Plans the hospital medical program and determines facilities and personnel 
required to carry out the program. Assists in preparing hudgets for medical 
and related departments. Represents hospitol in meetings of professional 
groups. Reviews all medical reports released for publication under name of 
hospital. Determines that relationships hetwoen the various medical depart- 
ments and the community reflect established hospital policies. 

Among the hospital department heads supervised are those in charge of 
anesthesiology, clinical laboratory, dentistry, medical records, pharmacy, 
physiatrics, radiology, and speech and hearing. 



MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 
None. , ^ 

EDUCATION, TRAINING, AND BXPBBIENCB 



Graduation from a medical school approved by tire Council on Medical 
Education and Hospitals of Uie American Medical Association or the Com- 
mittee on Hospitals of the Bureau of Professional Education of the American 
Osteopattiic Association, or a dlplomate of the National Board of Medical 
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Examiners or National Board of Osteopathic Examiners. Licensed by State 
where located to practice medicine or osteopathy. ^ »,• j 

Training and experience requirements may vaiy according to combined 
background of the individual, size of the hospital, and section of the country. 
Considerable professional experience in one or more branches of medicine 
and surgery, and administrative or supervisory experienco in a medical 
department. 



WORKER TRAITS 



Aptitudes: Verbal ability is necessary to understand medical terminology, 
for preparing written reports in technical language, for clarity in supe^ 
vising and delegating responsibility to heads of medical departments, and 
for inatructing' interns and residents. ^ ^ 

Numerical ability is necessary to evaluate statistical data, prepare bud- 
gets, and review cost and expense eBtimates from medical departments. 
Interests; A prefereTiee for activities requiring worlcing with a variety 
©f types of people and ^curing their cooperation* ^ - 

A preference for activities of a technical and scientiflc nature to 
establishing policies and procedures for medical research, and instructing 
medical personnel and advising them on medical probleTOS. ^ ... 

A preference for the commdnication of ideas in order to explain principles 
of management and hospital policy to supervisory personnel. 

rentperamen*s • Initiative and iudgment are involved In organizing and 
planning activities, formulating policies, delegating responsibility, systema- 
tizing pioeedures, promoting favorable public relations, seleeting personne , 
and malclng decisions affecting diagnosis and treatment of patients. 

Capacity to relate to people in a manner to win their confldvmce and es- 



tablish support. . , 

Flexibility to adjust to changing conditions and the various dete la of 

Physical Demanda and Working Conditions ; This is light work. Sits and 



members of ’’lospital 



walks throughout the working day. 

Talking and hearing to converse with individual 

staff and to address various groups, . i 4. 

Handling office equipment and supplies. May also finger and manipulate 

medical instruments for diagnosis or during minor surgery. _ 

Visual aeul^ and deptii perception to read reports and perform aiagnoses 

and minor surgery. 

Works inside. Usually has own office. 



JOB BBLA'riONSHIPS 



Warkers supervimed; Physicians and surgeons who are memhers of the 
hospital staff. 

Supervfeed ADMINISTRATOR. 4. j * ati 

Fromotion to: No formal line of promotioi!. May be promoted to au~ 

MINISTRATOB. , j 4. i. 

Fromotion from: PhyBician in charge of any of the medical departments. 
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PROFESSIONAL AFFILIATIONS 



American Medical Association 
535 North Dearborn Street 
Chicago, Ilh 60610 



American College of Hospital 



Administrators 



840 North Lake Shore Drive 



Chicago, Illi 60611 

Local, State, and national hospital 
and medical associations. 

Local and State civic and service 
organisations. 



ERIC. 





Executive 



CHAPLAIN 



pastoral counselor 
JOB DUTIES 



Provides religious counseling and guidance to patiunts, famdy members, 
hospital employees, and pastoral students as a part of total patient care . 

Meets with membeis of hospital administrative staff to formulate program 
policies to provide formal and informal religious servlceB for patients, em- 
ployees, and attending families, Oonfers with department heada to expi.«in 
program and to solicit cooperation in program objectives. Coordinates pas 
toral care activities with those of other departments to avoid interrupting 
medical care and to insure adequate apiritual help for the patient. 

Visits newly admitted patients on a social or friendly level; makes routine 
visits to rooms, wards, and other ar as, providing counsel and advise on pro- 
blems and questions of spiritual guidance and personal adjustment. May 
arrange for interpreters for non-English-speaking patients. Acts as liaison 
between hospital staff and family and friends of the patient during periods 
of crisis, such as in eritieal illness or lengthy surgery. Contacts patient s 
pastor to inform him of hospitallatlon and condition of patient. Perfo^s 
church rites, such as baptism or final blessings, or agrees for approppate 
religious leader to do so, as requested by patient or family. Leads patients 
in regularly scheduled religious services, or schedtiles chapel functions that 

inclu de visiting clergymen. • + 

Participates in discussion group for hospitalized patients of psycniatric 
ward. Prepares case histories for inclusion in patients’ medical records. Plans 
and supervises the conitocting of special religious progiams designed to 
provide therapeutic assistance for patients and employees. Counsels hospital 
employees who have personal problems that affect work parformance. 

May develop educational plans for Inservice training of pastoral students. 
Plans seminars and discussion sessions on medical dlsciplinea for religious 
leaders. Speaks at civic and service organizational meetings to explain pas- 
toral care programs. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 
Pamphlats and Boolcs^ 

BDUCATION, TBAINING, AND EXPERIENCE 

Must have an A.B* degree from an accredited institution, preferably in 
psychology or sociology. Must also have a B.D. (bachelor of divinity) and 
Th.M. (master of theology) degrees in psychology from a recognized ssmin- 
ary, divinity school, or college of theology. 
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A minimuni of 8 years of general pastoral care and 2 years of liospital 
pastoral care eKperienee is required for entry on this Joh. 

Up to 6 months is required to attain adequate proftciency in the adminlstra- 
tive, pastoral, and educational aspects of the position, and in the relating 
of pastoral care to the medical well-being of patients. 

WORKER TRAITS 

Aptitudes: Verbal ability required in counseling patients and family 
members, in developing materials for subjects related to the spiritual care 
of patients, and the relationships between spiritual and medical care* 

Ititerests : A preference for dealing with people and abstract ideas is 
indicated in relating ideas of a spiritual nature to patients, their families 
and friends, and staff members, as a means of resolving personal conflicts. 

A preference for work involving real or Implied dignity is Indicated in the 
role of advisor and counselor. 

TetnpeTa^meTLts : The worker meets, counsels, and advises individuals from 
all walks of like, and is not restricted to patients of the hospital but may 
work with staff members or family and friends of the patient. 

Decision as to approach, depth of discussion, choice of words, and manner 
are all based entirely on sensitivity factors for which no reference points 
can be cited. 

Ministarial training programs and staff and community pastoral edu- 
cation must be developed and coordinated with hospital medical programs 
to insure smooth functioning and sound instruction for individuals involved. 

Physical nemands and WoTki7ig Conditmn&: This f is sedentary, but 
involves co nsiderable standing and walking* 

Talking and hearing required to couhsel and advise patients, their 
families and friends, and hospital staff members | to give sermons and lead 
prayers; a>td to lecture to groups of ministerial students, community workers, 
and hospital personnel. 

Works inside. May be exposed to diseases since he is called to uttand 
seriously or terminally ill patients* 

JOB RELATIONSHIPS 

Work0rB superviBed: May have an assistant and clerical help* 

SupeTuimed by: ADMiNISTRATORi 

Promotion fT 07 f^: May be promoted from a pastoral care student* 

Promotioit to * No formal line of promotion, 

PROFESSIONAL AFFILIATIONS 

None* 





Executive Department 



Industrial Engineer 012*188 



IMDUSTRIAL ENGINEER 

director, management engineering 
miinagement analyst 
ma.nagement engineer 
methods analyst 
methods engineer 
aystems analyst, engineering 

JOB DUTIES 

a variety of engineering work in planning and overseeing utili- 
zatlon of hospital facilities and personnel i 

DevelopB plans, conducts studies, and makes recommendations relative to 
the liospltaPs organization, policies, programs, methodb, and proceduras, Pip- 
vliies assistance and advice in the development of new Work methods, 
g^gterns, and procedures- Coordmaves and conducts studies to produce opera^ 
tional improvements in all hospital departments. Conducts research on Tnan* 
agement and administrative prohlems* To support sovmd methods and 
procedures, develops and installs management report systems to maximize ad^ 
ministratlve and managerial control# Evaluates major equipment purchases 
to determine their value in eflFectlve utilization of resources# Coordinates the 
planning and development of changes In physical facilities. Analyzes exist- 
ing and new operations and departmental units with regard to adminlstra^ 
tive organization, functional assignment of work, size and composition of 
work groups, and space and equipment alloeations* Conducts work analysis 
and measurement studies | makes recommendations on the need for, and 
utilization of, personnel# Standardizes and aontrols design of fomis and 
other offlce supplies, and recommends regulations governing their use# 

The following duties are speciflc functions which tifie INDUSTRIAL 
ENGINEER can be called upon to perfornu 

Assist manageinent in Increasing the productivi^ of human and material 
resources. Assist management In the never-ending task of cost reduction# 
Develop management information flow systams# Conduct ©rgamzational 
studies and design new organizational systems. Develop data processing 
and computer control systems. Coordinate development ©f hospital mainten* 
ance policies and programs# Develop communications and reporting systems* 
Formulate and recommend corporate Inv eittory management policies and 
procedures. Initiate, develop, and recommend hospital equipment replace- 
ment policies# Assist management in developing long-range planning strate- 
gies# Develop Bchedullng procedures. Establish engineering standards of 
perforinance for management control. Determine and recommend the opti- 
mum use of plant, equipment, and offlce facilities. Verify economic feasibility 
of capital expenditure requests. Conduct processing and offlce mettiodB sur- 
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veys. Conduct studies on facility location. Identify and solve distribution 
problems. Perform fimctional counterpart audit. Furnish liaison services 
between bospitnl management and outside consultants and vendors. Provide 
assistance to all levels of management and outside consultants and ■^'^endors. 
Assist management in decisionmaking through the use of computers or 
thiOUgh the development of mathematical models simulating complex hos- 
pital problems. Coordinate studies involving line and staff functions crossing 
departmental lines. Assist management in formulatin'- and deyeloping hos- 
pital policies and procedures. Develop and recommend processing and per- 
formance control programs. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Procedural and equipment manuals, drawing and writing equipment, equip- 
ment specifleations, flow charts diagrams, and statiatieal tables. 

EDUCATION, TRAINING, AND EXPERIENCE 

Educational background and professional training vary widely in the field 
and depeiid upon the local situation and needs of the institution, ^ 

Generally speaking, the minimum educational requirement is a bachelor s 
degree in industrial engineering. A master’s degree is highly desirable and 
the INDUSTRIAL ENGINEER should be a Registered Professional En- 
gineer. Industrial engineering curricula accredited hy the Engineers’ Council 
for Professional r welopment require (a) courses common to all branches of 
engineering in physics, chemistry, matheniatics through integral calculus, 
and eng’-neering seienees such as statistics, dynamics, strength of materials, 
thermociynamics, and fluid mechanics ; (b) humanistic social studies, and 

(c) specialized subjeets characteristic of industrial engineering, such as 
organization planning, motiorj study, materials handling, and engineering 

economy. _ ... 

Two or 8 years of progressive experience in induatrial engineering, in- 
dustrial management, or business administration, some of which shoulu be 
hospital oriented, usually required. 

WORKER TRAITS 

AptitudeB- Verbal ability is necessary to comprehend and to utilize en- 
gineering teehniques and principles as they apply to hospital management 
problems; to discuss problems and progreBs; to prepare reports; and to 
conduet ©rgani^ationa* studies And evaluatiuns. 

Numerical ability Is necessary to select from alternativea to deyelop op- 
timum systems, procedures, and inethods. Level of TnathematicE varies, from 
business arithmetic and algebra through integral calculus. 

Spatial ability to visualize, pirepare, and review two-dimensional graphic 
representations of workflow or of new designs for workspace and equipment 

allocation. ^ , 

Intereata: A preference for aotlvitles that are teehiilcal and analytica 
as well as abstract and creative in nature to devise new, or modify standf d- 
ized, hospital systems to meet specific needs of the hospital. 

Tempermnenta : Ability to organize and direct a variety of activities, in 
devoloping plans, conducting studies, and making recommendations for hospi- 
tal faeilitieB and personnel. 
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Qualified to instruct others in complex principles and techniques, for de- 
veloping and carrying o\tt plans for better utilization of hospital facilities. 

Able to establish and maintain harmonious relationships with other mem- 
bers of tbe staff and outside contractors. 

Capable of making decisions on basis of factual data. 

Physical Demands and Woi-king Conditions: Work is sedentary, with oc- 
casional standing and walking* 

Talking and hearing to diBcuss and confer with management of hospital 
and techTiical personnel in devising suitable engineering methods* 

Near-^visiial acuity to 'Drepare and review flow charts, blueprints, man- 
uals, and specifications^ 

Works inside. 



JOB relationships 



^^oTkeTB vised : Technical or clerical personnel* 

SnpBTviBed by: ADMINISTRATOR- 
PromotioTt fTom * No formal line of promotion* 
PTomotion to: No formal line of promotion. 



PROFESSIONAL AFFILIATIONS 



Hospital Management Systems Society 
840 North Lake Shore Drive 
Chicago, 111. 60611 



I- 
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Executive Department 



Physician, Occupational 070,10S 



PHYSICIAN, EMPLOYEES’ HEALTH CLINIC 

employees* physician 
health service physician 

JOB DUTIES 

Conducts preemployiTient and fitness*for*duty physical examinatioxis and 
treats illness and injuries sustained by employees during working hours* 

Confers with administration and governing board to plan an employee 
health program; determines its scopes objectiveSi facilities, and costs* 

Performs preplacement physical examination to insure that prospective 
employee meets physical standards (free from disabilities lik^ily to hinder 
work performance or involve compensation claims), as set by employing 
department for the particular job* May make recominendatio’ns for correc- 
tion of remediable physical defects through counseling and referral to a 
private Dhysieian or the outpatient department. Reexamin«s employees at 
specified intervals* Tiecommends further tests and examinations to be per- 
formed by cooperating hospital services such as clinical laboratory, radi- 
ology, or technical services* Gives anti^flu and other injections; recommends 
diets and medications. Evaluates findings and recommends suitable job place- 
ment* 

Treats employees who become ill or are injured during their work shift, 
performing diagnostic services similar to those of a family physician. Pe^* 
forms minor first aid in the infirmary but refers serious injuries to the 
hospital emergency room. Treats and/or prescribes for employees with rela- 
tively routine patient problems* May guide and counsel in health and minor 
emotional problems* 

Supervisee assisting nurses and clerical personnel assigned to the inflr- 
mary* Oversees maintenance of case histories, health examination reports, 
and other medical records* SuperviseB care of Infirmary and ordering sup- 
plies and equipment* 

Inspects institution and makes recommendations for sanitation and elimina- 
tion of health hazards* 

May be employed full or part time. May visit employees who are con- 

Lf? to their homes. May visit employees on the job to Insure that their 
conditions are saWsfactory* 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Thermometers, stethoscope, blo^ pressure devices, other small instru- 
ments, medications, records, reports* 
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EDUCATION, training, AND EXPEDIENCE 

Graduation from a medical school approved by the Council 
Education and Hospitals of the American Medical orthe^A^S- 

mittee on Hospitals of the Bureau of ProfeBsional 

lean Osteopathic Association, or a diplomate of National B°ard of Medmc^ 
Examiners or National Board of Osteopathic Examiners. State licen 

where located to practice medicine or osteopathy. 

Prom 8 to 4 years* experience as a general practitioner. Social teaming 
or experience in the physical, mental, and social requirements of hospital 

jobs, 

WORKER TRAITS 

Aptitudes ~ Verbal ability is necessary to understand medical 
tional terminology; to communicate wUh employees hnspital staff, and ou 
side personnel; and to prepare reports and recommendations. 

Numerical ability necessary to deal with a variety of budgeting and sta 

tistical relationsbips involved in operating infirmary. >„™-n 

Spatial perception is necessary to understand functioning of human 
physiology and to perform diagnostic examinations. 

Motor coordination, manual dexterity, finger dexterity, and color discrmi _ 
nation are necessary to perform diagnoses and conduct physical aspects 

^^IntereBtai A preference for working with people for J 

essential in coordinating physical abilities of personnel with satisfactory 

for activities involving people and the 
ideas, in examining patients, to evaluate Andlngs and make suitable recom 

^ A'^prrfSence for scientiflc and technieal aeHvities, to comprehend scion- 

tifie aspects of medJeal training and elmieal pracH^ — .«irt«o»a In 

Temperaments- Ability to deal effectively with *_ 

performing physical examinations, and make recommendations £o pr P 



CapawT™ evaluating findings of physical examinatlonB and tests against 

sensory and judgmental criteria. . 

Physical Demands and Warktng Condtttons i This is Ught work. 

Handling and fingering of medical Insteumente and equipment as well 

patient during physical axamlnatlon. -vH ni^hctra 

Talking and hearing for communicating with patient, ^ 

Visual acuity and color vision to detect symptoms or other conditions 

during diagnosis. 

"Works inside, 

JOB RELATIONSHIPS 

Workers «.pcrvi.cd! Nurrfng service and clerical personnel assigned to 

t’ 1© Infirmary. 

A AU^IiNlSTRAaTOB* 

PTomotwn fvomT No formal line of promotion, 

Prornotion to: No formal line of pro' otlon. 



O 
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PROFESSIONAL AFFILIATIONS 



American Medical Association 
535 North Deai^born Street 
Chicago, IlL 60610 






COMMUNICATIONS DEPARTMENT 

Purpose* To provide coniniuiiicfition services between the hos- 
pital and the general public and within the hospital coniplex. 

Responsibility* To relay inconiing and outgoing telephone calls 
for staff, patients, and the genei’al public; page Individuals 
over public address system ; and alert specified individuals and 
agencies in case of emergencies. The sw^itchboard must be 
aware at all times of the working schedules of staff physicians 
and other key personnel for prompt relaying of information. 

The department must carefully check all incoming and out- 
going calls, both local and long distance, to determine whether 
they are hospital business or should be charged to an individual. 
An accurate and complete record of long distance and charged 
local calls must be kept and proper charge memoranda sent to the 
business oflftce. 

The communications department may be responsible for moni- 
toring light and sound signals, indicating malfunction of engineer- 
ing equipment such as heating and airconditioning, fire alarm 
and sprinkler systems, and a critical status of oxygen and nitrous 
oxide supplies. 

Authority: Large Institutions have a separate communica- 

tions department with a staff supervised by a COMMUNICA- 
TIO'^S COORDINATOR who reports to an ASSOCIATE 
ADMINISTRATOR. The TELEPHONE OPERATOR, CHIEF 
supervises all TELEPHONE OPERATORS and any other person- 
nel assigned to the department. The smaller Institutions may assign 
and combine the functions of these workers to any of the various 
departments ; often it is a function of the business oflSce. 

Interrelationships and Intrarelationships: In carrying out 
its duties the Communications Department must have contact not 
only with the general public but also with every department 
within the hospital. An intercom system, operated through the 
switchboard, pages personnel anywhere in the hospital. 

Standards: Equipment is usually leased from the local tele- 
phone company that is responsible for maintenance. Telephone 
service is available 24 hours a day, every day, requiring sufficient 
personnel to be available for duty all hours of the day or night. 
High school graduation is preferred for entering any job in the 
department. 

PHYSICAL Facilities and Staffing: The PBX equipment 
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should be in a location exposed to a minimum of outside niterrup- 
tions in order to facilitate prompt and efflcient service at all hours. 

In large hospitals the problem is simple. The volume of business 
is sufficient to warrant a staff of operators with no other duties, 
and the switchboard can be placed in a room completely shut 
off from outside contacts. In the small hospitals, the telephone 
operator may not be kept busy enough to warrant assignment 
to that service alone, making it necessary for this employee to 
perform additional duties. If possible, such duties should bo 
routine: Entering entries on accounts, checking invoices, and simi- 
lar work which can be interrupted when the switchboard demands 
attention. This arrangement still allows the operator to be separ- 

rated from the gGneral public. -DT^r^^T:* 

The practice of having the telephone operator act as KEUEJr- 
TIONIST or INFORMATION CLERK is not satisfactory, since 
the duties often conflict and result in rieglect of one duty or the 
other. 
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COMMUNICATIONS DEPARTMENT 




MOf g. This chart is for illustrative purposes only and should not be eon- 
siderad a racommended patcarn of organisation. 



Communications Department 



Communicatioris Coordinator 235«138 



COMMUNICATIONS COORDINATOR 

JOB DUTIES 

Directs and coordinates the telephone comniunications services in a hoapi- 
tal : 

Confers with adminstrative personnel to determine hospital requireTnents 
for comiTiunications equipnientj such as s’witchboardss public addresB paging' 
systems, and extension telephones. Determines speciflc equipment to be In= 
staned, based on anticipated volume of calls and knowledge of available 
aquipment. Writes instruction and procedure manuals to govern switchboard 
operation and for use in training personnel applying knowledge of hospital 
procsdures, departmental ftinctioris, and specific equipment being used* De^ 
termines methods of improving telephone service from discussions with 
supervisory personnel, observation of switchboard operations^ and analysis 
of service complaints* Arranges with telephone company personnel for 
special training of workers, aa necessary. May perform secondary duties 
such as switchboard relief* 

Reviews records and reports prepared by subordinates for accuracy and 
completeness. Estimates telephone service costs for use in preparing hospital 
budget* Prepares records and reports concerning hospital telephone service* 

MACHINES* TOOLS, EQtJIPMENTi AND WORK AIDS 

Instruction manual, records, and report forms* 

EDUCATION, TKAINING, AND EXPERIENCB 

Graduation from high school required* Some employers will allow limited 
substitution of experience for education. 

From 8 to 5 years* total Bwitchboard experience is a standard requisite* 
Training requirements vary widely among hiring institutions depending on 
type of experience* 'W^orker must also have had supervisory training* 

^workers with prior hospital sivitchboard experience, a mlniTnum of 
6 months of general break-in time is required* For workers lacking hospital 
experlenee, a minimum of 1 year is considered necessary. 

WORKER TRAITS 

Aptitude&i Verbal ability Is required to understand Bpeciflcationa on 
telephone equipment, discuss eommunications requirementB with administra- 
tive and telephone company personnel, and write instruction manuals. 

Numerical ability is required to prepare budget estimates. 

Spatial ability is required to plan layout of communications equipment* 

Clerical perception is required to detect errors in forms, reports, and 
statistics* 
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l7iterastsi A prefererice for business contacts, for discussions with ad 

ministrative and telephone company personneL . ^ » 

A preference for activities involving people and the communication of 
ideas to formulate plans and develop procedures for hospital communica- 

tions activities, * . j 

A preference for prestige duties^ indicated by authoritative and super- 
visory aspects of job. ^ # 

Temperaments: Ability to plan^ control and direct the entire activity of 
the hospitals telephone communications^ including preliminary equipment 
analysis and selection. 

Capability to meet with administrative personnel telephone company rep- 
resentatives, subordinates, and the public to discuss communications; su- 
pervises and directs the activities of subordinates. 

Bhpaical De7nandB a /id Workiyig CondAtAons: This work is sedentary. 
Talking and hearing to exchange information regarding telephone equip- 
ment and services.. 

Nearwisual acuity to examine documents containing statistical Informa- 
tion^ 

Works inside. 



JOB PELATIONSHIPS 



Workers supermsedi TELEPHONE OPERATOR, CHIEF. 
Supermsed _ b%f : ASSOCIATE ADMINISTRATOR. 
Promotion fromi No formal line of promotion. 

Promotion to: No formal line of promotion. 



PROFESSIONAL AFFILIATIONS 



None, 



ERIC 




CoiTimuriJcations Departinent 



Telephone OperatOE' 235,862 



TELEPHONE OPERATOR 



pbx operator 
switchboard operator 

JOB DUTIES 



operates multiple-position telephone switchboard to relay incoming, out- 
going, and interofflce cnlla and performs miaeellaneous hospital communica- 
tions and clerical duties : 

Refers to the hospital directory to ascertain station numher of person 
called. Inserts plugs on cord board to relay calls and terminates calls at 
the completion of the conversation, following specifled procedures. When 
operating a cordless type switchboard, instead of plugging cords into jacks 
to cornplete calls, Tnanipulates associated IceyB. 

Answers questions of callers according to hospital policy. Takes messages 
for staff members. Pages authori:sed personnel over the intercom system. 
Announces close of visiting hours and other notifications. 

Maintains an alphabetical file of patients’ names, room locations, and 
telephone extensions, to expedite relaying of calls. Records each toll charge 
on printed form. Keeps records of outgoing local calls, telegranis sent by 
pbone, and incoming collect calls. Forwards records to business oflftce lor 
posting. 

Records date, time, and name of caller wishing to dictate meaaage over 
telephone. Inserts belt and starts machine, plugs cord into special jack on 
switchboard, and informs caller when to begin speaking, Obaeryes machine 
operation and records ending time of dictation. Inserts belt into protec- 
tive envelope for delivery to typing personnel. 

In large hospitals, the volume of business is sufficient to warrant a staff 
of operators having no other duties. In small hospitals, often the operator 
is not sufficiently busy with the telephone service to warrant assignment 
to that duty alone, making It neceabary for the employee to perform addi- 
tional duties. Such duties are usualiy routine and can be interrupted when 
the switchboard demands attention. Alternate duties that may be performed 
by the telephone operator are ; Information clerk or receptionist, greeting 
and directing visitora and giving routine information- sending and receiving 
clerical matter to and from other departments of the medical institution ; 
receiving, sorting, and segregating incoming and outgoing mall| transmit- 
ting and receiving telegrams | receiving and verifying the amount in petty 
cash fund; operating a ahortwave radio during emergencies (if hospital has 
this type of equipment, a radio operator’s license is required) ; switching 
piped music on and off as specifled. 
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MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Telephone headset, switchboard, elevator communicator, public address 
system, long-distance logs, message pads, and index of patients. 

EDUCATION, TRAINING, AND EXPERIENCE 

Graduation from high school or commercial school including courses in 
typing is required. Three months’ experience as operator of similar equip- 
ment is preferable. 

WORKER TRAITS 

Aptitudes: Verbal ability is required in order to converse effectively and 
to understand orders given under emergency conditions. 

Clerical perception is required to accurately and quickly recognize names 
and numbers in the hospital directory and avoid errors in recording, paging, 
and time and charge information. 

Motor coordination is required to select and insert connecting plug cords 
into jacks on the telephone switchboard in response to signal lights. 

^lanual dexterity is required to connect and disconnect cords from jacks- 

InteTests : A preference for business contacts, to relay routine and emer- 
gency telephone calls and to place long— distanee calls for patients, medical 
personnel, and administrative staff. 

A preference for routine activities to answer telephone calls and repeatedly 
page Individuais throughout the day, in accordance with established proce- 
dures. 

re7n27CTCLrnBnts : Needs patience to receive, relay, and place telephone calls 
continually throughout the day, in accordance with hospital policies and 
prescribed methods of switchboard operations. 

Courtesy required to deal tactfully with people in job duties beyond giving 
and receiving instructions- 

Physicai Demands and Worhing CoTtditions This work is sedentary | reach- 
ing involved is to top level of jacks on board. 

Talking and hearing required to get infommtion from callers and to page 
individuals over the public address system. 

N^ear-visual acuity and accommodation required to read names on patient 
Index and small extension numerala on switchboard. ^ 

Color vision required to distinguish colored lights on the switchboard. 

Works inside, 

JOB RELATIONSHIP 

JVoTkeTs BtLpeTvisedi None. 

Supervised by: TELEPHONE OPERATOR, CHIEF or ASSOCIATE 
ADMINISTRATOR. 

Promotion from: No formal line of promotion. This may be an entry Job. 

Promottontoi TELEPHONE OPERATOR, CHIEF. 

PROFESSIONAL APPILIATIONS 

None. 
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Communicatioris Department 



Telephone Operator, Chief 235.138 



TELEPHONE OPERATOR, CHIEF 

^ chief pbx operator 

pbx supervisor 

supervisor, telephone and mail 



ERIC 



JOB DUTIES 

Supervises and coordinates the activities of switchboard personnel engaged 

in providing telephone services in a hospltaU ii. 

Plana work schedules and assigns duties to telephone workers on the 
basis of workload, availability of personnel, and worker prefepnce. Con^ 
ducts on-the-job training for new workers for switchboard and information 
desk. Explains and demonstrates changes in hospital policy or work proce- 
dures. Observes workers performing duties and monitors their ca s o 
determine their training needs. Recoinmends changes in techniques or pro- 
cedures to improve performance. Interviews and hires prescreened »PP ^ 
cants Enforces work rules, recommends merit pay increases, and ^a ces 
disciplinary' action when required. Keeps attendance and hour^-worked 
records and prepares written reports of employee performance, based on 
observation of work performance. 

Reviews for accuracy and completeness the charge slips for toll, long 
distance, and collect telephone calls. Reconciles monthly statements from 
telephone company with charge slips to insure correct billing. Keeps records 
of personal calls made by employees and forwards to appropriate depart 

ment head for collection. , 

Explains role of communications in hospital to new hospital employ . 
Meets with administrative personnbl to discuss proposed changes in com- 
munications equipment, facilities, and policies. , * • 

Informs telephone company or hospital maintenance personnel o equip 
ment malfunction, maintenance and repair requlMments, unsafe or un- 
sanitary conditions, and installation of telephone equipment. * i u 

Keeps hospital telephone directoriea up to date. Distributes telep one 

company dlreetorieB, 

Resolves complaints regarding telephone service. , _ 

Prepares and submits to purchasing department weekly requisition forms 
^°In“some® hospitals, may perform duties of suhordinates for 

train workers in the operation of belt type dictating machine and shortwave 
equlpmentV direct activities concerned with providing mformatio^ to hospital 

visitors; and direct the sorting and distribution of hospital mail, 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 
Directories, headsets, manuals, multiple-position switchboard, public ad 
dress system, various record and report forms, and timecards. 
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EDUCATION, TRAINING, AND EXPERIENCE 

Graduation from high school required. (Radio operator’s license some- 
times required.) Some employers allow limited substitution of experience 
for education. From 3 to 6 years’ total switchboard experience is the 
standard requisite. Training requirements vary widely among hir'ng in- 
atitutiona, depending on type of experience. 

Experience may be required in hiring and other supervisory capacities. 
Up to 1 year of self-orientation and break— in time under general super- 
vision is normally required for the worker to attain adequate proflclency 
in all job duties. 

WORKER TRAITS 

AptitudeR’ Verbal ability is required to converse with supervisor, sub- 
ordinates, patients, members of the public, and telephone company em- 
ployees, and to interpret hospital policies and procedures. 

Numerical ability is required to compute charges and to reconcile monthly 

telephone company bills. . v. j t 

Clerical perception is required to detect and avoid errors in scheduling, 

charge slips, directories, and reconciliationa. ^ ^ 

Interests: A preference for business contacts, to be made with hospital 
staflF, patients, and the public. Specialized experience in switchboard work, 
and control over incoming and outgoing conriniunications syatems. 

Temperaments: Ability to plan, control, and direct the activities of aub- 
ordinates in accordance with hospital policies, 

PJtystcaZ Demands and "Working Conditions: This work is light. 

Reaching and Angering involved in training new workers, operating 
switchboard, and sorting and changing directories and charge slips. 

Diction must be clear and hearing must be unhampered to converse 
with individuals at all skill and knowledge levels. 

Near-visual acuity is required for rapid, accurate reading of charge 
slips, directories, records, and reports. 

Works inside. 



JOB RELATIONSHIPS 



"Workers supervised: TELEPHONE 

clerical workers assigned to department, 
by: COMMUNICATIONS 



OPERATOR. May also supervise 
COORDINATOR or ASSOCIATE 



ADMINISTRATOR. 

Promotion from: TELEPHONE OPERATOR. 
Promotion to: COMMUNICATIONS COORDINATOR. 

PROFESSIONAL APFILIATIONS 



None, 
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DATA PROCESSING DEPARTMENT 



Purpose: To facilitate the processins* of business, technical, 
and medical data (of a clerical nature) for hospital administr^ 
tive purposes, using electronic data processing techniques and 
equipment ; and to devise new data flow and control procedures 
to simplify paperwork and achieve economy in the interest o 



hospital management. « x, -4. i a 

Responsibility: To process a variety of data for hospita a - 
ministration, various hospital departments, and technical and 
medical personnel. Althougli i^ariations exist in organizational 
structures and functionn^ activities, the many operations ^d ste^ 
involved can by systematized. Factors such as size of the insti- 
tution, amount and type of data to be processed, and relation- 
ship of the data to needs of the organization determine the tnake- 
up of the department as it Is Anally estabhshed, as well as 
personnel required for its operation. Few businesses or other 
activities have needs equal to those of the hospital for speed and 
accuracy in the communication, recording, processing, and analy- 



sis of vital information. , 

Three methods of data processing can be designated as business 
electronic data processing, electromechanical data procesBing, and 
scientiflc electronic data processing. In hospitals, the method most 
used is business electronic data processing. This method includes 
sorting, collating, comparing, computing, and printing of business 
clerical data for management or technical personnel, using digi- 
tal computers and peripheral equipment. For the most part, its 
application to hospital business problems does not differ from ap- 
plications in other businesses. 

Electromechanical data processing is a forerunner of electronic 
data processing; there are indications that it is still used in some 
business and government establishments. It uses punchcards and 
a system of electromechanical machines such as sorters, collators. 



and tabulators. ^ ^ j 

The application of scientiflc electronic data processing for med- 
ical research can be found In large research hospitals or teaching 
hospitals associated with major universities. 

The majority of hospitals with data processing departments 
use their equipment for routine clerical functions but some are 
making us# of computers for storage and retrieval of data for 
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medical researcli projects and medical and laboratory reports and 
statistics. 

Some types of functions that ci be handled are: 

1. Personnel scheduling within a department, 

2. Patient billing* and accounts receivable. 

3. Payroll services, including deductions, printout of pay- 
checks, and personnel records. 

4. Medical records, statistics, and cross indexes used In re- 
search by residents, interns, and other technical personnel. 

B, Maintenance of perpetual inventory and weekly stock status 
report for expendable supplies to assist purchasing personnel. 

6, Miscellaneous routine reports for the personnel department, 
such as pay scale, hours worked, and data for reports on hospital 
employment. 

T. Laboratory reports on costs of tests, numbers and types of 
patients. 

o. Reports accounting for expenditures on Government grants. 

9. Gost studies of various jobs performed by the hospital and 
Data Processing Department used as a, determining factor for al- 
locating costs to various departments. 

10. Hospital census of patients including data on number, type, 
age, etc., of patients per day, per floor, per room ; duration of 
treatment ; and doctors and personnel involved. 

11. Inventories for departments such as pharmacy and dietary, 

12. Miscellaneous reports using data of regular reports to de- 
velop information for special studies and requests. 

IS. Printed menus for the dietary department. 

Authority: The Data Processing Department Is the center of 
business and clerical data handling for the hospital as a whole, 
and for the various departments in the hospital. Because of this 
interrelatedness of its functions, the department's authority usu- 
ally comes from the hospital administration, sometimes through 
the CONTROLLER (financial management), but sometimes 
through the ASSOCIATE ADMINISTRATION or ADMINIS- 
TRATOB. Uusually the head of the Data Processing Department 
is designated MANAGER, ELECTRONIC-DATA PROCESS- 
SING, or Director, Data Processing. 

lNTERBEL,ATlONSHiPS AND Intrarei^atiONSHIPS : The Data Pro- 
cessing Department is most closely allied to the business depart- 
ment. In carrying out Its duties, the department must contact 
personnel from the administration and other departments in the 
hospital as well as outside personnel. These contacts involve direct 
dealings with hospital administrators, department heads, medical 
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staff, local, State and Federal health agencies, and other business, 
clerical, and technical pei’sonnel. 

Standards: Standards for matters such as accounting, scope 
of projects accepted, and treatment of confidential data are deter- 
mined by the hospital administration and hospital policy. Stand- 
ards for systems, personnel, equipment, input-output, and feasi- 
bility criteria are determined by the deprtmeiit and are 
incorporated into an Electronic Data ProceSGing Department 
Manual. 

Physical Facilitibs and Stafping : In newly constructed 

hospital facilities, adequate space is allotted for data processing 
and computer equipment. Older facilities house the equipment 
in basements or other quarteis where space may be crowded and 
inadequate. 

Ideally, the department should be located convf niently for the 
accumulation of data from all the hospital departments it might 
serve, and in particular convenient to the business department, 
for which the largest amount of data is processed. 

The equipment ranges from a completely integrated system to 
combinations of computer (s), on line equipment such as printers 
and readers, and off line equipment such as sorters, collators, 
and cardpunches. The equipment may be purchased or leased; 
because of cost and the rapid advances in equipment, it is usually 
leased. Equipment is sometimes shared with other local or re- 
gional Institution.^ or groups, usually for business-type appli- 
cations. Testing and major maintenance Is usually performed by 
the manufacturer’s maintenance crew . 

Within the department there are two distinct subunits that 
work closely together but should be physically separated. The 
planning and programing personnel must have quiet, well-lighted, 
and ventilated quarters. The computer operations aiid processing 
equipment produce constant hum or clatter and therefore should 
be in a soundproof, air-conditioned room to protect the com- 
ponents from excessive dust, humidity, and overheating, rhe 
amount, size, and complexity of the equipment varies with the 
volume and complexity of data to be processed, size of the es- 
tablishment, and size of the budget. 

There Is no rigid structure of jobs in all establishments. Basic- 
ally, three phases in the department’s activities are: planning, 
programing, ax.d processing. The planning phase Involves a MAN- 
AGER, ELECTRONIC-DATA PROCESSING, who coordinates 
data processing with the business office functions and directs 
through subordinates the planning and production activities of 
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the department, and the SYSTEMS ANALYST, DATA PRO- 
CESSING who analyzes business and technichal problems, de- 
termines feasibility of conversion to programable form, and de- 
velops the broad outline of the problem solution. In the progrram- 
ing phase, the PROGRAMER(S) translates the broad outline of 
the problem into machine language and prepares operating in- 
structions. The processing phase involves the actual operation 
of the equipment to process data and usually consists of a SUPER- 
VISOR(S), who supervises and controls technical operating pei*- 
sonnel; COMPUTER OPERATOR (S) , who operates the computer 
and peripheral equipment; TAB OPERATOR (S), who operates 
on line and off line machines; KEY-PUNCH OPERATOR (S), 
who transfers data and operating instructions onto punch card ; 
and the CODING CLERK Vvlio converts routine items of hospital 
information into codes for processing by the operators. Sorting 
and tabulating duties uaually are fairly simple taaka that can be 
taught to almost any qualified clerical employee. These duties 
seldom requii'© the full-time services of a single worker, unless 
the estabilshment has an extensive program. Instead any one of 
several workers often operates the equipment as the need arises. 
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*M the poskion oi' SUPEIVISOI, MACIIME-IECORDS UNIT eiists, this wotket stpeifises those iiok shows by^dotted lint. 
MOTE: Th,is disn is fot illBSttatiie puipo(S.e:s only and shodd not be co.n,sidered .a lecoimmended pattem, nl o.[,Ea,ni,z.ation. 



FLOW CHART 



PLAN 



MANAGIR, ELECTRONIC- 
DATA PROCESSING 



SYSTEMS ANALYST, 
DATA PROCESSING 



PROGRAM 




programer, chief 




5* Devising sample input data and 
testing in actual computer operatlen* 



PROCESS 






SUPERVISOR, COMPUTER 
OPERATIONS 



COMPUTER OPERATOR 



SUPERVISOR, MACHINE' 
RECORDS UNI T* 



Actual data proeessing, 
eperattng cemputers to process 
functional and text programs. 



?• Actual acquisitfan and eonversien 
onto punehed cords, using .offal fne eom* 
puter equipment. 



TAB OPERATOR 
KEY-PUNCH 
OPERATOR 



CODING 

CLERK 




*Ili snfoe estsblishnieiits this worket and the subdivision of this stage do 
not exist, in which case the SUPERVISOR, COMPUTER OPERATIONS, handles 
this entire stage and supervises all workers involved in data processing. 
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Data Processing Department Manager, Electronic-Data Processing 169.16S 



MANAGER, ELECTRONIC-DATA PROCESSING 

assistant buainess manager 
director, data processing 



JOB DUTIES 

Directs and coordinates planning and production activities of the Data 

procesaing Department of the hospital: _ _ 

Consults with hospital rnanagement to define boundaries and priorities of 
tentative proiectsV to discuss equipment acquisitions, to determine spemflc 
information requirements of management fmd medical . 

operating time of computer systems. Confers with 
heads involved with proposed projects to insure 

define nature of project. Consults with SYSTEMS ANi^LYST, DAT 

PROCESSING to define equipment needs. 

Reviews project feasibility studies. Revises computer opepting schedule 
to introduce new prot-am testing and operating runs. Reviews reports of 
computer and peripheral equipment production, malfunction, and mainte= 
nance to ascertain costs and plan operating changes m department. An 
alyses data requirements and flow to recommend reorganization or denart- 
mental realignment. Prepares reports to inform hospital administration of 
project development and any deviation from projected goals. ^ 

Establishes work standards. Assigns, schedules, and reviews work o 
department personnel. Interprets policies, purposes, and goals of hosmtal 
to staff members. Participates In decisions concerning personnel staffing 
and promotions within the Data Processing Department. 

Contracts with management specialists or technical personnel to solve 
project development prohlems. Prepares proposals and solicits purchases of 
systems analysis, programing, and computer services from 
Participates in management conferences, giving information and advice 
programing systems designed for more sophisticated applications to problems 

such as cost analysis and research activities. , » j 

May develoi and test new programs • write manual for, and comp 
documentation on, new programs. (See PBOGBAMEB.) 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Procedural manuals, equipment manuals, flow charts, diagrams, reports, 
drafting and writing equipment, department records and 
forms, technical journals, and source materials from other hospital de- 
partments. 
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EDUCATION, TRAINING, AND EXPERIENCE 

College degree in business, mathematics, or accounting, with courses in 
business, computer operations, programing, and systems analysla. Two 
years of formal post-high school training is necessary for smaller in- 
stallations. 

Prom 2 to 4 years' experience as SUPERVISOR, COMPUTER OPERA- 
TIONS; PBOfTRAMER, CHIEF; or other supervisory positions in data 
processing, with experience in systems analysis ■ or over ’’ year of 
experience as manager of data proceBsing department or aBsistant manager 
in a large data processing establishment. 

WORKER TRAITS 

Aptitudes: Verbal ability to tranalate technical terminology into terms 
understandable to hospital management and department heads. 

Numerical ability to apply knowledge of linear or differential equations 
in evaluating work of department and in preparing reports and proposals 
for management* 

Spatial ability to read engineering drawings^ chartSs and diagrams; to 
understand presentations, proposed solutions, and progress reports of busi* 
ness or tecbnlcal problems. 

Form perception to see pertinent detail in drawing charts, diagrams, 
and other presentations. 

Clerical perception to detect and avoid errors in reading and preparing 
reports* 

IritBTBBt& : An interest in scientific and technical subjects to handle 

understandably the wide lange ©£ technical and seientiflc problems processed 
through computer* 

A preference for business contacts, in directing activities of the Data 
Processing Department and to promote ideas and services of that department. 

TeTHpGTCLTfievitB : Must be able to direct, control, and plan the operations 
of the department, bringing together knowledge of operations and in-- 
formation needs of department, such as accounting, purchasing, and in- 
ventory control. 

Required to deal with people such as hospital management staflf, depart* 
ment heads, and manufacturarB' representatives to eKchange information 
and ideas, discuss equipment and its uses, elicit information from other 
hospital departmentst and answer inquiries from department heads. 

Ability to Influence hospital management and department heads to enlist 
their support for acceptance, expansion, and increased sophistication of 
computer systems* 

Required to make judgmental decisiona concerning equipment needs, scope 
of assignments* allocation of computer time, and organisation of department. 

Required to make decisions based on factual data to evaluate progress or 
success of computerized projects* 

PhysiccLl Dewo-nd# und C^oitcLitiotiBy This work Is sedentary, 

with ©ecasional standing and walking. 

Talking and hearing required in conferences and during exchanges of 
information* 
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Near-visual acuity and 



accoi-mnodation required for loading reports and 



charts. 

Works inside. 



JOB RELATIONSHIPS 

V!:, ^“sUPERVl'sSS COmIuTEE OPERATIONS, PRO- 
G^Am'er” CHIEF ; or SUPERVISOR, MACHINE-RECORDS UNIT. 
Pro“S«in lo ..^ASSOCIATE ADMINISTRATOR. 



PROFESSIONAL AFFILIATIONS 



Data ProeesBing Mutiagement Association 
505 Busse Highway 
Park Ridge, IIL 60068 





Data Processingr Department 



Codinff Clerk 219.3S8 



CODING CLERK 

billiitg^ clerk 
data-processing clerk 

JOB DUTIES 

Converts routine items of hospital Information obtainad from records 
and reports into codes for processing' by data-typing or keypiineh nnlts^ 
using predetermined Cfidlng system and typewxiter and adding machine i 

Receives stacks of source documents, such as clinic service records, 
hospital registration forms, and payroll recoi^ds, wh^"cli he sorts, segregates, 
and stacks according to subject matter and priority of handlings Converts 
information into predetermined codes for printoxits. Records by hand or 
on typewriter, alphabetical, alphanumeric, or numeidc codes in prescribed 
sequence on worksheet or margin of source document for transfer to 
punehcards or machine input tape* 

May maintain card file on individual patient^s aceountB and answer 
inquiries concerning status of accounts* May prepare and mail hills* 

May be designated according to trade name of computer system used* 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Typewriter, adding machine, rubber stampSi filea, ledgers, and records* 
EDUCATION, TRAINING, AND EXPERIBNCB 

High school graduation is usually required, with 1 year of typing pre- 
f erred. 

Training for 6 to 8 weeks under the direction of an experienced worker 
is Usually provided by the employer* 

WORKER TBAITS 

Aptitudem: Verbal ability is necesDary to understand written and oral in- 
Btructions, business terms, abbreviations and mnemonic contractions, and 
to explain difflculties to supervisor. 

Clerical perception is necessary to scan and extract pertinent detail 
from source doeumentsi and to avoid and detect perceptual errors* 

IntereBts: A preference for routine, concrete, and organized activities 
to code according to a predetermined’ standardized system* 

Temperaments: Adaptability for work activities that are repetitive and 
short cycle in nature. Converts each item Into the equivalent code in the 
allowable time cycle of a few seconds. Must follow speciSe instructions to 
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convert items to their coded equivalents which are indexed in tables or 
handbooks, 

PKysicctl DBiTicLTids cLJid ^Vovkiyig CoTiditioitsi W^ork is sedentary* 

Reaches for, lifts, and handles handbooks, papers, and forms seldom ex- 



’WorJcers supervised I None. 

Supervised by: CONTROLLER (Financial Management) or SUPERVIS- 
OR, COMPUTER OPERATIONS. 

Promotion from: No formal line of promotion. 

Promotion tu ; No formal line of promotion. 



ceoding 5 pounds. 



Near-visual acuity to read and convert items to codes. 
Works inside. 



JOB rblationships 



PROFESSIONAL AFFILIATIONS 



None, 
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Data Processing Department 



Diffitol-Computer Operator 213.382 



COMPUTER OPERATOR 

console operator 



JOB DUTIES 



Monitors and controls electronic digital computer, to process business 
and seientiflc data for hospital, according to operating inatructionB ■ 

Sets control switches on computer and peripheral equipment, sucn as 
external memory, data communicnting, Rynchronizing, input, and output re 
cording, or display devices, to integrate and operate equipment according 
to program routines, subroutines, and data requirements Bpecu e in 
written operating instructions. Selects and loads input a^id uu pu um - 
with materials, such as tapes or punchcards and printout forms for opera 
ing runs, or oversees operators of peripheral equipment who perform 
these functions. Moves switches to clear system and start operation of 
equipment. Observes machines and control panels on computer console for 
error lights, verification printouts and error messages, and machine s op 
page or faulty output. Types alternate commands into computer console, 
according to predetermined instructions, to correct error or failure and re 

gume operatioTis. ^ ^ 

Reviews error listing on printout to ascertain nature of output error . 
Determines required corrections by comparing output with original input 
data such as daily patient listings. Compiles list of " 

and submits corrected data for repunchmg. Notifles SUPERVISOK, c,Uiv 
PUTER OPERATIONS of errors or equipment stoppage. 

Clears unit at end of operating run and reviews schedule to determine 
next assignment. Records operating and downtime. * i. i 

Selects prewired panels or wires control panels of peripheral 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Digital eomputer (console, printer, card punch); peripheral equipment 
(sorter, collator , card punch); keypunch machines; adding machine; man 
uals, punchcards, magnetic tape. 

EDUCATION, TRAINING, AND EXPERIENCE 

A high school education meets the minimum educational requirements of 
some employers, but an Increasing number of employers are demanding an 
addition^ Mveral months to 2 years of technical school training in data 
processing. This training usually includes such courses as data processing 
mathematics, accounting, business practices, elementary and 

operation of computers, peripheral equipment, and tabulating machines. 
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The employer or computer manufacturer usually provides 1 to 3 weeks 
of formal instruction for the specifle computer system to be operated. 
Length of on-the-job training and experience required ranges from a few 
months to 1 year since computer systems and equipment vary both in com- 
plexity and in the need for operator intervention. 

Except in small units, a mimimum of 3 to 6 months’ prior experience 
In Operation of peripheral equipment frequently is required. 

WORKER TRAITS 



Aptitudes' Verbal ability is necessary to. comprehend technical language 
of operating Instructions and equipment manuals and to explain clearly 
any operating problems and difflculties in interpreting program intent. 

Numerical ability is necessary to prepare operating records, time com- 
puter runa, and adhere to fixed operating schedule, and to discuss operat- 
ing difflculties with programing personnel or auporvisor. 

Spatial perception is necessary to wire control panels for peripheral 



aquipment* _ ^ j a 

Form perception is necessary to identify flaws in input and ou _pu 

materials* , . 

Clerical perception is necessary to avoid perceptual errors in preparing 
operating records, and to recognize alphabetic, nuxnerie, and mnemonic 



symbols* 

Motor coordination j to set up machines 



and to move keys and switches 



rapidly to quickly correct errors or stoppages. ^ 

Interests * Interest in concrete and organized activities, to operate machines 

according to speciflc and detailed Instructions. ^ 

A preference for working with machines and processes to continuously 
operate and monitor the equipment that comprises the computer system. 

TemperarnentBi Nature of work requires ability to perform a variety of 
tasks subject to frequent change. This involves the simultaneous operation of 
a conaole and a variety of peripheral equipment, the integration of which 
varies from program to program, or even during a single operating run. 
Rapid tranafer of attention from one piece of equipment to another is 

demanded. ... , 

Accuracy required to operate system effectively and minimize downtime 
and rescheduling of runs. Carelessness in following written and oral in- 
Btructions can cause extensive rebuilding of prograin or input data, or even 

lead to Irrecoverable logs of data* ^ ^ 

riiysical Demands and Working Conditions'. Work is light. Lifts, carries, 
and positions tape reels, punchcard decks, output froms, and control panels- 

weight seldom exceeds 20 pounds* ^ ^ 

Stands and walks frequently when loading and monitoring machines. 
Reaches for and fingers switches and keys on console and peripheral 
machines. Wires control panels^ loads and removes input and output 

materials* * ** *. * 

Talking and hearing for frequent exchange of information concerning 

program and system requirements with other workers, and to give or 

receive instructions* ' ^ 

Near- visual acuity and accommodation to follow detailed operating log, 

monlter computer and peripheral machines for sisns of malfunction, and 
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analyse coniol© inessages or higli^speed printer outpiat for cause 
atoppaffe. 

Color vision to diatin^uisli between colored wires wlien wirin 
panels, identify color-coded cards or forms, and moniter colored 
lights if used. 

Works inside. 



JOB RBLATIONSHIPS 
lyor&cre siipBTvi^edt None- 

Supervised hy- SUPEBVISOB, COMPUTER OPERATIONS 
GRAMEB. 

Promotion from: No formal line of promotion. 

Promotion toi SUPERViSORj COMPUTER OPERATIONS. 

professional affiliations 



None. 
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Da.ta Processing Department 



Key-Punch Operator 213.882 



KEY-PUNCH OPERATOR 



card-punch operator 
printing-card-puiich operator 

JOB DUTIES 



Operates alphabetic and numeric key-punch machine, similar in operation 
to electric typewriter , to transcribe data from source rnaterial onto punch* 
cards and to reproduce prepunched data in hospital Data Processing De- 
partment : 

Attaches skip bar to machine and previously punched program card 
around machine drum to control duplication and spacing of constant data. 
Loads machine with decks of punchcards. Moves switches and depresses 
keys to select automatic or manual duplication and spaeing, selects alpha- 
betic or numeric punching, and transfers cards through machine stations. 
Depresses keys to transcribe new data in prescribed sequence from source 
materials Into perforations on card. 

Inserts previously punched card into card gage to verify registration of 
punches. ObBerves machine to detect faulty feeding, positioning, ejecting, 
duplicating, skipping, punching, or other mechanical malfunctions and 
notifies supervisor. Removes jammed cards using prying knife. 

May tend machines that automatically sort, merge, or match puncheards 
into specifled groups. Blay key punch numerical data only and be designated 
KEY*PtJNCH OPERATOR, NUMERIC. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Key-punch machineB, verifier machine, master layout sheets, work sheets 
and other source materials, tabulating punchcar ’i, and prying knife. 

EDUCATION, TRAINING, AND EXPERIENCE 



High school graduate preferred with demonstrated proficiency in typing 
on standard or electric typewriter. High school or business school training 
in key-punch operations is desirable. 

One weak of training in key-punch operation is frequently provided by 
employer or manufacturer of equipment. 

WORKER TRAITS 

AptitudeBi Verbal ability required to understand oral aud written in- 
structions such as manufacturers^ operating manuals, also to learn opera- 
tion of machine. 
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Clerical perception required to pe*'ceive pertinent detail in tabular ma- 
terials consisting of combinations of letters and numbers, and to avoid per- 
ceptual error in transferring this data to punchcards. 

Motor coordination to read work sheets and simultaneously operate Key- 
board of approximately 40 keys to punah data on cards. 

Finger dexterity to move switches on machine* 

Iiiterestmi A preference for organized and routine activities to transfer 

data onto punchcards* ^ ^ 

TeTuveraTnents i Adaptability to perform repetitive duties of operating 

key-punch machine* j 

AblMty to follow speciflc instructions and set procedures to transfer data 

onto punchcards. 

Required to work to precise and established standards of accuracy to 
key-punch data at high rate of speed* ^ 

Physical Demands and Working Conditions-. Work is sedentary with in- 
frequent lifting of decks of cards when loading Tnachine, 

Reaches for and handles code sheets, business records, and decks of cards. 
Finger switches and keys to operate machine. 

Near-visual acuity to read copy when key punching. 

Works inside* 

JOB RBLATIONSHIPS 

Worfccrs BupeTvisBdi None* 

Supervised hyi SUPERVISOB, COMPUTER OPERATIONS or SUPER- 
VISOR, MACHINE-RECORDS UNIT. 

Promotion from-. No formal line of promotion. This may be an entry job. 
Promotion to i Promotion may be through addition of supervisory duties. 

PROPESSIONAL APPILIATIONS 



None. 
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Programer, Business 020.188 



Bata Processing Department 



PROGRAMER 



computer programer 
digital-computer programer 

JOB DUTIES 



Converts symbolic statement of business and technical problems In hospi- 
tal to detailed logical flow charts for coding into computer language: 

Analyzes all or part of workflow chart or diagram representing hospital 
business or technical problem by applyinr knowledge of computer capabili- 
ties, subject matter, algebra, and symbolic logic to develop sequence of 
program steps. Confers with PROCtRAMER, CHIEFt or MANAGER^ ELEC- 
TRONIC-DATA PROCESSING, and representatives of hospital depart- 
ment concerned with program, to resolve questions of program intent, 
output requirements, input data acquisition, extent of automatic program- 
ing and coding use and modlflcation, and inclusion of internal checks and 

controls, , 

Writes detailed, logical flow chart in dyinbolic form to represent work 
order of data to be processed by the ccmputer system, and describes input, 
output, arithmetic, and logical opera cions involved. Converts detailed, logi- 
cal flow chart to language procesGable by computer. Devises sample input 
data to provide test of progr&m adequacy. Prepares block diagrams to 
specify equipment configuration. Observes or operates computer to test 
coded program, using actup.i or sample input data. Corrects program errors 
by such methods as altering program steps and sequence. Prepares written 
instructions (run book) to guide operating personnel during production runs. 

Analyzes, reviews, and rewrites programs to increase operating efficiency 
or adapt to new requirements. Compiles documentation of program develop- 
ment and subsequent revisions. . 

May speolalize in writing programs for a particular make and type of 
computer. May instruct or assist in instruction of trainees in principles 
of programing and prograin coding. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Code books, diagrams, flow charts, puncheards, procedural manuals, draft- 
ing tools (rulers, drafting pehs), and computer unltB, . ■ ■ - < 

EPUCATION, TRAINING. AND; EXFBBIBNCB 

Minimum requirement is high school graduation ^th tt t© 2 

years, technical, training in computer operatidha arid in general principles 
of programing and coding. Where instaUations are coricerned with the ap- 
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plication of the computer to complex areas such as medical research, a 
colleg’e degree in mathematics is preferred. 

Experience required is 6 months to 1 year as a peripheral equipment 
operator, or as a programer trainei. However many employers are hiring 
inexperienced workers who quality on a preliminary test, theii provide e 
new employee with inservice training in programing and coding. 

WORKER TRAITS 



ApHeudes.- Must have verbal ability to understand and analyze oral or 
written statements concerning a variety of business and technical problems, 
and be able to discuss them with others. 

Must have numerical ability to interpret workflow charts, program pro 
lems, and to understand machine logic. Leval of mathematics varies from 
arithmetic and algebra for simple business data proceasing prohlems to 
differential equations and mathematical statistics for involved problems. 

Must have spatial ability to interpret diagrammatic representations of 
workflow, and to visualize flow of data through computer system to prepare 
computer hlock diagrams and logical flow charts. 

Must possess form perception to see pertinent detail in symbols when read- 
ing, interpreting, or preparing charts, diagrams, and code sheets. 

Interesta ; An Interest in technical activities to eft'ectively analyze prob- 
blems, and to design logical flow charts and block diagrams. 

An interest in activities that are carried out in relation to processes, 
techniques, and machines to plan sequence steps, prepare instructions, and 

test programs. , . , 

TempBrainentBi Required to make Judgmental decisions to plan logical 
sequence of steps and prepare logical flow chart for a project, keeping^ in 
mind capacities and limitations of computer and integrated machine units. 

Must be able to conform to accepted standards and techniques in develop- 
ing and testing programs, and to write clear instructions for computer opera- 

tors to follow* , , 

Physioal Demandm and Workinff Conaitionat Work is sedentary, requiring 
oceaBional lifting and carrying of items seldom axceeding 10 pounds, such 
as source materials, run books, and documentations, ^ 

Talking and hearing to communicate with systems, program coding, and 

operating personnel ^ 1 ^ 4 . 

Near^ visual acuity and accommodation required to review statistical aata 

and Interpret chax^ and diagrams* 

Works Inside* 



JOB RELATIONSHIPS 

'WoTkeTs stLpeTvisBdm None. 

SUfp^Tvised by* PROGRAMER, CHIEF. 

Promotion from* This may be an ehtry Job on the professional level, or may 
be promotional from COMPUTER OPERATOR, 

Promotion to: PBOGRAMER, CHIEF or RYSTETtS ANALYST, DATA 
PROOBSSINa. 



o 

ERIC 
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PROFESSIONAL AFFILIATIONS 



Data Processing Management Association 
60S Busse Highway 
Park Ridge, 111. 60068 



O 

ERIC 












Data ProceaBing^ Department 



Programerp Chief, Business 020-16S 



PROGRAMER^ CHIEF 

coordinator, computer programing 
lead programer 
senior programer 

JOB DUTIES 

Plansp schedules, and directs preparation of programs to procees buBiness 
and medical data for hospital by electronic data processing equipment : 

Consults with administration and systems analysis personnel to clarify 
program intent, indicate problems, suggest changes, and determine extent 
of automatic programing and coding techniques to use. Assigns, coordinates, 
and reviews work of programing personneL 

Develops own programs and routines from workflow charts or diagrams- 
OonsoHdateB segments of program into complete sequence of terms and 
symbols^ Breaks down program and input data for successive computer 
passes, depending on such factors as computer storage capacity and speed, 
extent of peripheral equipment, and intended use of output data» Analyzes 
test runs on computer to correct or direct correction of coded program and 
input data. Revises or directs revision of existing programB to increase 
operating effleiency or adapt to new requirements^ Compiles doeiiinentation 
of program development and subsequent revisions. 

Trains subordinates in programing and program coding. Prescribes stand- 
ards of terminology and symbology to simplify interpreta’cion of programs, 
CollaborateB with computer manufacturers and other users to develop new 
programing methods. Prepares records and reports. 

MACHINES^ TOOLS, BQUIPMENTp AND WORK AIDS 

Ccide manuals, procedural manuals, drafting tools, research data for 
department requesting program, diagrams, flow eharts, and punchcards, 

EDUCATION, TRAINING, AND EXPEKIENCE 

Graduation from a technical school or college with training In business 
administration, computer programing, data processing maUiematics, logic, 
and statistics is the usual educational requirement. 

A minimum of 2 years^ experience in programing for the same or similar 
computer system, or broad and eomplex projects Is usually required* 
Experience should Indicate knowledge of organization structura and work- 
flow, and also reflect proven ability to supervise others and coordinate work 
activities of the group supervised with that of other organizational units 
of hospitaL 
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Inservice training courses lasting 2 weeka on changes In machine lan- 
guages may be provided by employer. On-the-job training in other aspects 
of the job generally last 1 year. 

WORKER TRAITS 

Aptitudea: Verbal ability required to present oral and written reports 
and recominendations and to read technical literature about changes in 

techniques and equipment* , « i 

Numerical ability required to program at level of linear and Boolean 
algebra (logio) to minimize expensive programing and debugging time. 
Mathematics at level of differential equations and probability tbeory ir®" 
quently required when an organization is developing or using sopbisticated, 
integrated management Information and forecasting systems. 

Spatial ability to Interpret systems statement, develop general and de- 
tailed computer flow charts, and prepare block diagrams that indicate 

hardware configuration. _ j j 

Form perception to see pertinent detail in charts, diagrams, and code 

sheets composed of symbols. ^ ^ j j. 

Clerical perception to refer to manuals and written instructions and to 
review own work. This requires accurate indentiflcatlon of numbers, letters, 
words, and acronyms as well as ability to grasp general content, 

Intereats * A preference for teehnical activities in order to apply mathe- 
matics and logic in converting proposed hospital business and technical 
systems to computer-procesaable form. 

Temperaments ; Versatlhity to perform a variety of duties, covering 
problems from different but related hospital activities such as inventory 

control OP medical projects. ^ 

Must be able to direct, control, and plan development of husmess and 
technical programing activities of hospital to meet schedules. 

Administrative ability required to deal with subordinatea for purposes of 
control and coordination, and with systems analyaia and hospital adminis- 
trative personnel to resolve questions of intent and programing diffleulties. 
Required to make judgmental decisions based on experience, to assign 
personnel, and select and apply techniq'ues that will produce programs that 
are fastest or most flexible, at the least cost. 

Able to make decisions based on factual data to evaluate adequacy ^of 
completed program by comparing program, test, and operating runs with 
prescribed standardB of terminology, accuracy, and time. 

Physical Demands and Working ConMbiona : Work is sedentary. Lifts 
and carries source and output data, books, charts, and diagrams, the weight 
seldom exceeding 10 pounds. 

Stands, and on occasion walks when instructing or in conference. 

Speaking and hearing needed for instruction and conference. 

Near- visual acuity needed to prepare, irfegrate, or modify complex pro- 
grams, making use of a variety of charts, diagrams, and handbooks. 
Worku mslde. 

JOB BBLiATIONSHIPS 
PRO GRAM ER. 

SMpervteed ftv,- MANAGER, ELECTRONIC-DATA PROOESSING, 
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pTomotiOTi fTOin: PROGRAMER. 

to i MANAGERp ELECTRONIC-DATA PROCESSING. 

PROPESSIONAL, AFFILIATIONS 

Data Processing* ManagemeTit Association 
606 Busse Highway 
Park Ridge, 111. 60068 




Data Processing Department Supervisor, Computer Operations 213.138 

SUPERVISOR, COMPUTER OPERATIONS 

supervisor, data processing 
supervisor, electroiiic-data processing 



JOB DUTIES 

Supervises and coordinates activities of workers who operate electronic 
data processing* machines for hospital Data Processing Departmen^: 

Assigns personnel and schedules workflow to facilitate production. Directs 
training or trains personnel in operation of computers and peripheral anu 

oflF-lin« auxiliary equipment. ^ 

Works with programing personnel in testing new and reyised programs. 
Develops operating rnethods to procees data» such as devising^ wiring la 
grams for peripheral equipment control panels, and making minor changes 
in canned (standardized) programs or routines to modify output content 
or format. Directs insertion of program instructions and input data into 

computer, and observes operations. ^ ^ --jr ^ * _ __ 

Aids operators in locating and overcoming error conditior- Makes minor 
program and input data revisions through computer console to maintain 
operations. Notifies programing and maintenance personnel if unable to 
locate and correct cause of error or failure. Revises operating schedule to 

adjust for delays. . 

Prepares or reviews records and reports of production, operating, an 
downtime. Recommends changes in programs, routines, and quality wnteol 
standards. Consults with MANAGER, BLEOTRONIC-DATA PROCEp- 
ING about problems such as Including new program testing and operating 
runs in schedule and arranging for preventive maintenance time. Coordi- 
nates flow of work hetween' shifts to assure continuity. . j i. 

May supervise personnel engaged in key-punching, data typing, and taDU- 

latlng. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Computers, peripheral and offlne equipment, charts, graphs, diagrams, 
operating manuals, personnel policy documents, punch cards, magnetiic tapes, 
program printouts, run books, wiring equipment, and, wiring 
and^ panels. 



ERIC 



EDUCATION, TBAINING, AND EXPERIENCE 

High school graduation is the minimum requirement. Training In busineBi 
administration, mathematics^ and accounting la regarded as — 
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deiirable. Some employers require a colleg'e degreep partieularly in large 
institutions where work duties are largely adminstrative, and in order to 
enhance the worker’s promotion potential. 

UaualJy a minimum of 1 to 8 years’ experience is required in operating 
computers, peripheral, and offline equipment. Experience in supervising 
personnel is desirable- 

WOBKER TRAITS 

Aptitudes i Verbal ability required to train and eupervise computer opera- 
tions personnel, confer with other hospital supervisory and tenhnieal per^ 
sonnel, and prepare oral or written reports and records. 

Numerical ability required to level of arithmetic and algebra necessary 
to cope with errors or stoppage situations in computer operations; to plan 
operating changes; and to prepare a variety of reports, often on a daily 
basis such as revision of average time requirements for processing data 
or cost allocations to departmental users. 

Spatial and form perception to prepare wiring diagrams, wire control 
panels for peripheral machines, and operate equipment. 

Clerical perception to review records of production, operating and down^ 
time, and recognise pertinent detail in computer printout dumps (re- 
jects)* 

I^itereBts: A preference for business contacts, to support and confer 
witlr hospital management, technical personnel, suppliers of input data, 
and users of computer output, and to supervise and train computer opera- 
tions personneL 

A preference for technical activities in order to keep Informed on opera- 
tion of new equipment and on new techniques for operating current machines. 

TernperameTitB : Adaptability to perform a variety of tasks subject to 
frequent change, such as training and assigning personnel, accomodating 
changes In ’Droduction schedules to meet priority runs, maintaining records, 
and developing new operating procedures. 

Must be able to direct, control, and plan the activities of . computer opera- 
tors, satellite Input-output eomputor operators, on-llnjB and off-line peripheral 
equipment operators, and tape librarians. , 

Essential requirement to deal with people, ^ such as other hospital depart- 
mental supervisora to resolve problems, concerned with scheduling, and 
adequacy and accuracy of input data* 

Required to make decisions on a Judgmental basis to set-up 'work assign- 
ments that make maximum use of workers* "knowledge and ablll'^, and most 
effective and economical use of computers and peripheral equipment. 

Requited to make decisions ^ bn a factual basis when develbplh 
for proeeWsirig programs, telatihg such TaStote as ^ date of : ^ptegram ' tetelpt, 
prlbrity assighment, "estimated run time,- and’ ayallable' computer ■ time, Opin- 
pares output requirements against available equipment, and existlhg - pro- 
grams, routines, wiring, diagrams, and control panels to determihe need 
for developing or modifying operational methqds, qr ^alterihg bpera’Hng 
schedule* 

Fhyaiccil Dema/nds a/nd ’WoTki^g CojiditioT^i ."Work is lieht, requiring 
frequent standing and walking and occasional lifting and handllns^of, reels 
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of tape decks of puncHcards, and control panels ■weigliinj np to 20 pounds. 

Talking and hearing to give oral instructions, assign work, and train per- 
sonnel- Confers with management and others, discussing such items as budget 
requirements and staffing, machine capability, and production problems. 

Near-visual acuity required to frequently analyze records, prepare re- 
ports, study program run books, and read technical literature. 

Works inside. 



JOB RELATION SHU’S 

Workers supervised-. COMPUTER OPERATOR; TAB OPERATOR; KEY- 
PUNCH OPERATOR; CODING CLERK. 

SHpcru Scd MANAGER^ELECTRONIC-DATA PROCESSING. 

Promotion from- COMPUTER OPERATOR OR PROGRAMER. 

Promotion toi MANAGER, ELECTRONIC-DATA PROCESSING. 

PROFESSIONAL APFILIATIONS 



Data Processing Management Associations 
605 Busse Highway 
Park Ridge, 111. 600SS 





Supervisor, Machine-Records Unit 218.138 



Data Processing Department 



SUPERVISOR, MACHINE-RECORDS UNIT 

tabulating supervisor 
JOB DUTIEiS 

Supervises and coordinates activities of workers engaged in keeping re- 
cords and tabulating reporte in hospital, using punchcard and off-line 
computer equipnient, such as tabulating, key-punch, and sorting machines , 

Schedules work assignments for operaiors depending on workload and 
personnel available* Trains new employees in operation uf key-punch, sorter, 
collator, Interpreter, and other machines and equipment. 

Sets up machine for new operations* Diagrams wiring connections ac- 
cording to machine function to be performed, following manual instructions. 
Wires control boards, making circuit connections according to wiring 
diagrams, or supervises workers who perform this function* Verifies 
machine output to determine machine malfunctions and accuracy of opera- 
tors. Directs care and cleaning of machinesg 

Develops logical sequence with use of department’s record machines 
and writes operating instructions for TAB OPERATORS. 

Keeps records and reports regarding production, equipment, operating 
costs, and personnel and submits to administrative personnel for review. 

May handle all eprsonnel matters concerning operators. May make 
mechanical adjustments and repairs in an emergency. May apist admini- 
strative offlcials in planning new accounting methods and design of cards 
and forms for new clerical processes. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Accounting machines, calculating machines, collators, control panels, code 
books, diagrams, flow charts, hand tools (such as screwdrivers, and 
wrenches), interpreter, key-punch machine, master layout forms, paper stock, 
personnel and production forms, procedural guides, punchcards, repro- 
ducer, sorter, verifler, and work sheets, 

EDUCATION, TRAINING, AND BXPBRIBNCE 

Most employers accept applicants who are high school ^aduates. Some 
employers also require one or more of the following ; A college coursi in 
accounting, a 6-month course In data processing, or high school courseB in 
general business or bookkeeping. In addition, continuing education after 
placement in the job is often required in order to keep up with changes In 
equipment and procedures. 
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Experience of 1 or 2 years in operating most all data processing equipment 
is required, with an additional 1 year’s experience at supervisory level. 
On-the-job training lasting 6 months to 1 year is given. 

WORKER TRAITS 

Aptitudes- Verbal ability is necesaary to understand machine accountmg 
terminology and to be able to communicate with punchcard accounting 
operators and members of accounting and admlniatrative staffs. 

Numerical ability is necessary to compute processing time, and prepare 
schedules, cost and production records. 

Spatial perception is necessary to prepare wiring diagrams and wire 

control panels. 

Form perception is necessary to pereelve sequence and spacing of per- 
tinent details in master layout sheets, which are used in developing logical 
eequeneep 

Clei ical ability is necessary to detect errors in statistical and accounting 
tabulations, personnel and inventory records, 

iTitereBtB • An interest in business contacts is necessary to eflfectively 
supervise off-line computer equipment operators, and confer with hospital 
accounting and administrative personneL 

A preference for technical activities for knowledge and usage of accoiint- 
ing machines and other equipment, 

Terri^BTaTfieTitB i An aptitude to direct, plan, and supervise activities of 
equipment operators who handle the more routinized data processing furic- 
tions. 

Ability to deal with people in a variety of capacities ^ Advising, instruct- 
ing staff I and reviewing their performance ; and conferring with personnel 
of other hospital departments. 

Capability to evaluate by set limitB or tolerances is necessary to prepare 
wiring diagrams anCi machine operating Inatructions, 

Physical Dem^itds and WoThing ConditionBi Work is light. Worker often 
lifts and carries wired control panels weighing B to ^0 pounds, and pushes 
them into computer equipment settings. Loads input and output materials 
weighing up to 20 pounds Into computer equipment. 

Handles and fingers card decks when inserting and removi t them from 
off4Ine equipment; uses similar dexterity when inserting wires In control 

panels. ^ ^ 

Talking and hearing are needed to communicate with employees and 

other hospital personnel. 

jsf ear- visual acuity and aceommodation are needed to read eomputer 
language, wiring diagrams and reports, to shift vision from reference 
sources to work sheets , and to examine coding and spacing on punchcards. 

Works inside. 

JOB RELATIONSHIPS 

Workerm super-vised: May supervise KEY-PUNCH OPERATOR, TAB 
OPERATOR and CODING CLERK. 

Supervised by: MANAGER, ELECTRONIC-DATA PROCESSING or by 
a supervisor in the Financial Management Department, 





94 



so 



Promotion from: KEY-PUNCH OPBRATOB, TAB OPERATOR, 
CODING CLERK. 

Promotion to: MANAGER, El.ECTRONIC-DATA PROCESSING or 
supervisory position in the Financial Management Department. 

PROFESSIONAL AFFILIATIONS 

Data Processing Management Association 
60S Busse Highway 
Park Ridge, 111. 60068 








or 
to a 



Data Processing Department 



Systems Analyst^ Business-Electronic- 
Data Processing 012*168 



SYSTEMS ANALYST, DATA PROCESSING 

contmercial systems analyst and designer 
data methods analyst 
methods analyst 
proceduros analyst 

JOB DUTIES 

Analyzes business and teelinical problems for hospital departments, worlc- 
ing with problems such as inventory control, cost analysis systems, or 
medical projects, to reflne their formulation and convert them to program- 
able form for application to eleetronic data processing systems ■ 

Confers with MANAGER, ELECTRONIC-DATA PROCESSING, hospi- 
tal administrative personnel, medical staff members, or heads of hospital 
departnients Involved to ascertain specilic output requirements, such as 
types of breakouts, degree of data aummarlzation, and format for reports. 
Confers with personnel of operating departments to devise plans for ob- 
taining and standardizing Input data. 

Studies current systems or develops new systems and procedures to de- 
vise workflow seqiaence. Analyzes alternative means of deriving Input data 
to select most feasible and economical matbod. Develops process flow charts 
or diagrams in outline, then In detailed form for programing, indicating 
external veriflcation points, such as audit trial printouts. 

May work as member of team, applying specialized knowledge to one 
phase of project development. May coordinate activitieB of team members. 
May direct preparation of prograin^* 

MACHINES, TOOLS, EQUIPMENT, AND WOBK AIDS 

Procedural and equipment manuals, electronic computing equipment, com- 
puter programs, drawing and writing equipment, equipment specifleations, 
flow charts, diagrams, and statistical tables. 

EDUCATION, TRAINING, AND EXPERIENCE 

College graduation including courses in business administration and ac- 
counting usually required for entrants without prior experience in data 
processing. Some einployers, while requiring a college degree, do not require 
a speciflc major or speeifled courses. Many employers waive formal educa- 
tion requirements for workers they employ whit have had several years of 
manual and machme experience prior to computer converBion. 
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Experience requirements range from no experience in establishments that 
have facilities for inservice training, to 2 to 4 years' experience in systems 
analysis, computer operation, or programing, including experience as a 
PEOGRAMER, or PROGRAMEB, CHIEF. 

On-the-joh training for 6 months to 1 year is given by employer. 



WORKER TRAITS 



,aeai Verbal ability to discuss problems and progress, prepare 
reports, and make annotations for graphic representations of work. 

Numerical ability to eeleet from alternatives to develop optimum system, 
procedures and metbods. Matbematical investigation Is often necessary of 
such factors as variations in volume of input data and frequency of appear- 
ance of exceptions to normal workflow In processing. Level of mathematiCB 
varies from busineas arithmetic and algehra to diflPerentlal equations. 

Spatial ability needed to visualize, prepare, and review tv/o-dlmensional 
graphic representations of 'workflow. 

Form perception to identify nonverbal symbols on records such as block 

diagrams and flow charts. _ _ j 4 . -i 

Clerical perception to avoid visible errors and recognize pertinent detai 
in the recording and Identifying of letters and numbers, often in abbrevi- 
ated or aeronymlc combinations, 

Intercstai A preference for activities that are technical, and analytical, 
and those that are ahstract and creative, to devise new or modify standard- 
ized eomputer-oriented systems to meet the specifle needB of the hospital. 
Temperaments i Ability required to deal with people In conferences and 

interviews, ^ 

Capable of making judgmental deelsions to select from alternatives wnen 

devising optimal system,. 

Required to make decisions on basis of factual data to design system 

within machine capability, ^ 

Physical Demands and Working Conditions-, Work is sedentary, vnL* oc- 
casional standing and walking. 

Occasional bandling of source documentB, books, charts, and other records 
that seldom exceed 10 pounds. 

Talking a nd hearing to discuss and confer with management of hospital 
and technical personnel to devise suitable systems. 

Near-visual acuity required to prepardi and review workflow charts and 
diagrams. 

Works inside. 



JOB RELATIONSHIPS 

Workers mi 4 .pervisedi Generally none. May supervise one or more PRO- 

GRAMBRS. . 

SvLpervised by: MANAGER, BLEaTRONIC-DATA PROOESaiNG. 

PROGRAIMBR, 

Promotion to: MANAGER, ELECTRONIC-DATA PBOOBSEING. 



O 
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PROFESSIONAL AFFILIATIONS 



Data Processing Management 
Association 
505 Busse Highway 
Park Ridga, 111. 60068 



Systenis and Procediires Association 
of Airierica 
7890 Brookslde Drive 
Cleveland, Ohio 44188 



}. 






Data Processing Department 



Computer-Peripheral-Equipment Operator 

213.382 



TAB OPERATOR 

assistant console operator 
data-processlng-machine operate^ 
machine unit operator 
tabulating machine operator 
tape handler 

JOB DUTIES 

Operates on-line or off-line peripherrtl rnachineB in hospital Data ProceBsing 
Department, according to instructions, to transfer data from one form to 
another, print output, and read data into and out of digital computer 

Mounts and positions materials, such us reels of magnetic or paper tape 
onto spindles, decks of cards in hopper, bank checks in magnetic ink 
reader-sorter, notices in optical scanner, or output forms and carriage tape 
in printing devices. Sets guides, keys, and switches according to oral 
instructions or iran-book to prepare equipment for oparation. Selects 
specifled wired control panels or wires panels according to diagrams and 
inserts them into machines. Presses switches to start oflF-line machines such 
as card-tape converters, or to interconnect on-line equipment, such as tape 
or card computer input and output devices, and high-speed printer or other 
output recorder. 

Observes materials for creases, tears, or printing defects and watches 
machines and error lights to detect machine ‘malfunction. Removes faulty 
materials and notifies supervisor in case of machine stoppage or error. 

Unloads and labels card or tape input and output and places them in 
storage or routes them to library. 

Separates and sorts printed output forms, using decollator, to prepare 
them for distribution. 

May operate punchcard tabulating machines, such as sorters and collators, 
MACHINES, TOOLS. EQUIPMENT, AND WORK AIDS 

Accounting machine, collator, interpreter, key-punch machine, distal com- 
puter, printer, reader, reproducer, sorter, verifier, flow charts, diagrams, 
master layout forms, operating manuals, handtools (for inserting prewired 
control panels), paper stock, blank printing forms, printed checks, bills, 
and processed data. 

EDUCATION, TRAINING, AND EXPERIENCE 

High school graduation is required. Post-high school training in opera- 
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tion of electronic or electromechanical data processing equipment is desir- 

^ ^Inexperienced workers may be accepted where employer provides for in- 
plant or on-the-job training. If the employer does not provide such training, 
an applicant must have 6 months" to 2 years" experience operating data 
processing machines, 

WORKER TRAITS 

Aptitudes % Verbal ability required to read written instructions and hand- 
books and to communicate with superviflor about operating functions. 

Spatial ability required to follow diagrams to wire control panels, posi- 
tion and thread tapes onto spindles, or position decks of cards in hopper. 

Clerical perception to identify and record, without error, data such as 
dates, program numbers, hospital departmonts, and routing on forms. 

Motor coordination and Anger and manual dexterity to load and unloa 
machines quickly and minimize downtime, to thread ribbons of tape over 
guides and through rollers, and to handle cards and tapes deftly without 
bending, tearing, or damaging otherwise, ^ ^ . 

Color discrimination needed to connect wires to speciAed terminals ac- 
cording to their colors when wiring control panels, or to recognize display 

lights and their meanings by colors, ^ n 

Interests-. A preference for routine and organized activities to follow 
well-deAned Instructions for any of several different machines. 

An IntereBt in activities concerned with machines, processes, and tech- 
niques to operate various machines. _ ^ + r- 

Tmnper aments-. Worker must be adept at performing a yariety of tasks 
involving frequent change to operate a number of machines in varying 
combinations and sequences. 

Must be detail-oriented. ,,, ^ * j 

When operating peripheral equipment, must adhere to established stana- 
ards of accuracy, such as observing printer output forms for defects in 
alinement, spacing, margin, and overprinting. Immediate response to indi- 
cation of error in operation of peripheral equipment is vital. , , ^ 

Physical Demands and Workinff Conditions-. Work is light, involving fre- 
quent standing and walking when operating machineB and lifting and carry- 
ing tapes, cards, and forms, which do not exceed 20 pouiids. ^ ^ j -i 

Reaches, handles, and Angers to mount tapes onto apindlee, position decks 
of cards in hoppers, and thread tape through guides and rollers of pe- 
ripheral units or wire control panels. _ 

Near-visual acuity required to read labels on reels, to wire plugooaras 
from diagrams, to scan printout for error, and to read operating instruc- 
tions and handhooks. . . 

Color vision needed to distinguish between various colors of wires to in- 
sure correct wiring of control panels. 

Works inside, 

JOB RELATIONSHIPS 



Workers supernisedt None. 

Supervised by: SUPERVISOR, COMPUTER OPERATIONS. 
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Promotion /rom; No formal line of promotloTi. This may be an entry Job. 
Promotion to i Promotion is through addition of supervisory duties* 

PROFESSIONAL AFFILIATIONS 



None. 



# 





FINANCIALi MANAGEMENT DEPARTMENT 

Purpose* To maiiage tlie hospital’s fiiiaiicial activities and 
keep administration informed of flnanclal condition of institution 
for purpose of hospital planning and control; and to admit pa- 
■tients to hospital in accordance with policies and regulations 
established by governing authority and administration. 

Responsibility: Responsible for the financial activities of the 
hospital which encompass receipt of revenues, expenditure of 
funds, and conservation of hospital assets. As a basis for per- 
forming these and related administrative functions, this depart- 
ment maintains extensive accounting and statistical records. It 
records all financial transactions Including control of cash, in- 
come and expense, purchase and disposal of capital assets, esti- 
mates cost of free service rendered indigent patients, and related 
transactions. The responsibility includes development of payrolt 
records and payment of salaries. 

Another function of the Financial Management Department is 
to prepare budgets for ensuing fiscal periods. Many factors are 
considered in the preparation of a budget Including estimated 
needs of various departments, departmental expenses of previous 
periods, anticipated patient census and income, and general eco- 
nomic and market conditions. 

Similarly, the Financial Bfanagement Department is responsi- 
ble for preparation of reports of departmental Income and ex- 
penses, and comparisons of gross earnings and costs of revenue- 
producing departments. Such reviews and reports are of assistance 
in setting rates. The department is also responsible for prepara- 
tion of all reports to outside agencies ; most important are reports 
for cost reimbursement purposes which can determine the hos- 
pital’s financial position. 

The department may have responsibility for developing ad- 
ministrative systems and ■procedures ; this can include responsi- 
bility for the data p]L-ocessing function, if one exists. 

In most hospitals, the Financial Management Department has 
the responsibility for determining a patient’s ability to P8*y es- 
tablished rates for services, and making necessary financial ad- 
justments if patient cannot meet his full obligation. This credit 
function includes the responsibility for collecting unpaid billSi 

The Admitting Office of the Financial Management Depart- 
ment is responsible for determining patient’s eligibility for 
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admission to the hospital. The Admitting OfRce evaluates each ap- 
plicant in terms of stated purposes of the hospital ; controls num- 
ber of patients admitted and room assignments: admits patients 
to various services promptly, graciously, and in an orderly man- 
ner I maintains records of patients awaiting admission and those 
already in the hospital i and develops confldence In, and under- 
standing of, activities of the hospital by the patient and the gen- 
eral public. 

Admitting functions revolve around admitting, transferring, 
and discharging patients. Preadmission reservations for an ac- 
commodation are made at the request of a member of the medical 
staff, except for emergency patients who are admitted in accord- 
ance with existing policy. Personal, financial, and statistical in- 
formation are obtained from the patient or relative. The patient 
is informed about activities and rules of the hospital, and is 
referred or escorted to accommodations. All departments con- 
cerned with care, treatment, diagnosis, or recordkeeping are noti- 
fied of patient*s admission. It may be the assigned responsibility 
of the Admitting Office to schedule use of operating room facil- 
ities, and give routine Information concerning condition of 
patients. 

Authority: The Financial Management Department is the 
center of operation of all financial affairs of the hospital. Darge 
institutions may have an ASSOCIATE ADMINISTRATOR who 
is directly responsible for management of the Financial Manage- 
ment Department and indirectly, through heads of departments, 
for functioning of related activities outside the Financial Man- 
agement Department, Usually the head of the Financial Manage- 
ment Department is designated CONTROLLER, 

The Admitting Oflace may be organized In a number of ways, 
depending on the size of the institution and the average number 
of admissions. In the large hospital, the admitting function is 
usually under the direction of an ADMITTING OFFICER who Is 
responsible to the CONTROLLER. In smaller hospitals, admittins; 
may be combined with some related function within the Financial 
Management Department. 

iNTEMtELATIONSHIPS AND INTRARELATIONSHIPS * In carrying 
out its duties the Financial Management Department must con- 
tact not only the general public, but also every department within 
the hospital. These contacts involve direct dealings with the gov- 
erning authority ; patients ; medical staflP i executive committees ; 
local. State, and Federal health agencies^ and numerous other 
groujps, agencies, and Individuals. 
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The Admitting Office personnel form the initial contact made 
by a patient upon entering the hospital. The impreasion created 
during this interview has great impact on the attitude^ of both 
the patient and his relatives or friends. In allocating beds a^ 
making reservations at the request of members of medical staff, 
the Admitting Office has an Important role in establishing good 
relationships for the hospital. In addition, this office has contact 
with the Medical Records Department in order to patient 

records, and with Clinical Laboratories Department, Diet^y De 
partment, resident or attending physician, and Nuping Service 
Department so that the treatment process may be set in motion. 

Standards: Complete accounting records are vital in describing 
the status and activity of the institution. To facilitate account- 
ing procedures in hospitals, the American Hospital Association 
has developed a manual of recommended accounts and sta,tistical 
records to serve as a basis for developing a sound hospital ac- 
counting system. 

Physical Pacilities and Staffing* 'Well-equipped and 
venientiy located offices must be provided. The department should 
be located to be of convenient access by the general public as well 
as for various departments of the hospital, but much of its work 
requires a degree of concentration which demands privacy and 
isolation from frequent interruptions. Present-day accounti^ 
and other business procedures demand mechanization for em- 
ciency, even In smaller hospitals. Consequently, most hospital 
financial management departments utilize typewriters, adding 
machines, calculators, bookkeeping machines, and similar equip 
ment. In iarger hospitals, the department may utilize electronic 
data processing equipinent. 

The department is organized in a variety of ways depending 
on the size of the hospital. Under the direction of a CON- 
TROLLER, it may be subdivided into a number of separate 
sections such as accounting, data processing, payroll, admitting, 
credit and collections, and purchasing. In smaller hospitals, some 
or all of these functions may be combined. For example, an 
ASSOCIATE ADMINISTRATOR may act as OONTROLLBR, 
and an ACCOUNTANT may be employed to handle record- 
keeping functions. CASHIERS, BOOKKEEPERS, CLERKS, 
and SECRETARIES are employed to handled clerical and other 

routine procedures. 

The Admitting Office should be located near the hospital en- 
trance. Reception rooms should be pleasant, with warmth and 
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cheerfulness. Privacy for patient and relatives while In the ad- 
mitting’ office is essentiaL 

The ADMITTING OFFICER may supervise a number of Ad- 
mitting Clerks and other clerical assistants. In smaller hospitals 
the admitting functions may be formed by a staff member 
whose time is divided between admitting and such related func- 
tions as credit, information, or medical records. 

Admitting personnel should be thoroughly trained in hospital 
policies and procedures, and use tact and courtesy in all dealings 
with the public. 
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Controller 186.118 



Financial Manageniont Department 



CONTROLLER 

JOB DUTIES 

Directs arid coordinates hospital activities concerned with financial ad- 
ministration, general accounting, patient business services, and financial 
and statistical reporting; may have administrative responsibility for the 
data processing function and for administrative systems and procedures . 

Devises and installs new or modified accounting systems to proyide com- 
plete and accurate records of hospital asseta, liabilities, and financial trans- 
actions. Evaluates accounting and patient business service procedures to 
plan methods for insuring timely receipt of payments on patient accounts, 
reducing costs of accounting operations, and expediting flow of work. Com- 
piles informatioit about new etjuipment, such as cost and labor saving fea- 
tures, application to hospital accounting procedures, and storage require- 
mGnts* 

Prepares, or directs subordinates in preparing hospital budgets based on 
past, current, and anticipated expenditures and revenues. Directs eompila- 
tion of data and preparation of financial and operating reports for planning 
effective administration of hospital activities by management. Prepares 
detailed analyses of financial statementa to reflect variances in income, 
expenditures, and capital asset values from previous periods. Makes rec- 
ommendations to administration concerning means of reducing hoapital 
operating costs and increasing revenues, based on knowledge of market 
trends, financial reports, and industry operating procedures. 

Participates in discussions with finance committee concerning such matters 
as equipment purchases and construction of additional facilities. Arranges 
for audits of hospital accounts. Computes and records depreciation on build- 
ings, equipment, and real estate holdings. Examines Insurance policies to 
ascertain that hospital asBets are properly insured against loss. Is responsi- 
ble for preparation of cost reimburseinent reports to government and private 
third-party agencies. 

In small hospitals, AOOOUNTANT or ADMINISTRATOR may perform 
duties of this job. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Adding machine, calculating machine, records and reports, EDP equip- 
ment. 

EDUCATION, TRAININO, AND EXPERIENCE 

A Bachelor of Science degree in accounting or business administration 
with a major in accounting is required. Certification by State Board as Cer- 
tified Public Accountant may be required. 
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Usually 3 to 5 years- experience as BUSINESS OFFICE MANAGER or 

6 D'^months- on-the-job training to become thoroughly 

familiar with hospital policies and procedures. 



WORKER TRAITS 

Aptitudes: Verbal ability required to discuss financial ^ 

department representatives and administrative personnel and to prepa 
oral and written reports, 

Numerical ability required to analyze problama and develop a 
systems to accurately control financial activity o£ hospital. 

I7iterestsi A preference for activities Involving business contacts for 
participation in conferences with management and to advise and inform 

others regarding financial matters. „4.4^^ 

A preference for prestigious activities resulting from directing the ontir 

financial operations of the hospital. d.- „ 

A preference for the communication of ideas, in directing the opera lo 
and revision of accouiiting systems, interpreting financial statements to 
administrative officials, and coordinating activities with other depar men . 

I emv&raments ; Ability to perform a variety of duties, ranging from d^i- 
rect involvement in report analysis to coordination of accounting procedures 
with other departments. 

Capability to direct, plan, and control all financial activities of the hospita . 
Ability to deal with people In nonBUpervisory situations requiring con- 
siderable tact in securing cooperation from administrative o :cia s an 

other hospital personnel. . 

Required to make decisions on a judgmental basis in developing new 

accounting prceedures. « x. 

Physical Demands and Working Conditions % Work is sedentary. Reaches 
for and handles records, reports, and correspondence. 

Talking and hearing essential in discussing financial matters with ad= 
ministratlve officials and department heads and to issue directives to su 

07 dill£L^€B. 

"W^orks inside. Usually lias own office^ 



JOB RELATIONSHIPS 

Warkers Bupervised: ACCOUNTANT; ADMITTING OPFfCER;B^ 

NESS OFFICE MANAGER; and MANAGER, CREDIT 

TION. May also supervise PURCHASING aGKNT and MANAGER, ELEC- 
TRONIC-DATA PROCESSING. 

Supervised hy ADMINISTRATOR. 

Promotion from: No formal line of promotion. May be promoted from 
business OFFICE MANAGER or ACCOUNTANT. . 

Promotion tot No formal line of promotion. May be promoted to ADMIN 
ISTBATOR or ASSOCIATE ADMINISTRATOR. 
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PROFESSIONAL AFFILIATIONS 



National Association of Accountants 
BOB Park Avenue 
New York, N.Y. 10022 

American Institute of Certified 
Public Accountants 
666 Fifth Avenue 
New York, N.Y. 10019 



Hospital Financial Management 
Association 

840 North Lake Shore Drive 
Chicago, 111. 60611 
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Financia,! Management Department 



Accountant 160,188 



ACCOUNT A]^T 

JOB DUTIES 

Applies principles of accounting and statistical analysis to install and 
maintain general, accounting system in hospital, and prepares financial and 

opoirBitixig' roports froun statistica.1 dat&i ^ ^ ^ 

Evaluates existing procedures for recording assets, liabilities, and finan- 
cial transactions to determine methods for reducing time and cost of ac- 
counting operations, applying knowledge of advanced accounting techniques, 
business systems, and Improved tabulating and recording machines. Devises 
and installs new or modifted bookkeeping and accounting procedures for use 

by accounting and business office personnel. 

Organizes and directs the posting of entries to such ledgers as general, 
accounts payable, and accounts receivable. Examines entries posted in ledgers 
and journals for accuracy and compliance with established accounting 
procedures and policies. Runs trial balance of general ledger to insure 
that debits and credits balance. Verifles entries in led^r with source data 
to resolve balance discrepancies. Audits cash receipts, disbursements, payroll 
timecards, and inventory records for accuracy and procedral requirements. 

Prepares or directs preparation of hospital operating reports and financial 
statements from general and subsidiary ledger entries for use in financial 
administration of hospital. Computes net Income, expenses, and profit and/or 
loss for each operating department of hospital, based on such factors as 
patient revenue, material and supply costs, and staff salaries and wages. 
Prepares current and comparative analysis reports and statements reflect- 
ing variations in costs and revenues, and financial condition of hospital. 
Compiles and prepares budget estimates from anticipated operating costs, 
revenues, and expenses submitted by hospital department supervisors. Sub- 
mits budget to CONTROLLER for approval. Computes and files tax re- 
turns, patient welfare and hospitalization Insurance reports, and other reg- 
ular or special reports required by government agencie.i. Prepares cost 
reimbursement reports to government and private third-party agencies. 

The position of ACCOUNTANT will vary with the size and organizatiun 
of hospital as well as with the organization of the department itself. 
This Job may be combined with that of BUSINESS OFFICE MANAGER 
or CONTROLLER. In smaller hospitals, the ACCOUNTANT may handle 
details of general accounts, accounts payable, accounts receivable, and pay- 
roll. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Adding machine, bookkeeping machine, calculating machines, ledgers, rec- 
ords, reports, EDP equipment. 
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EDUCATION, TRAINING, AND EXPERIENCE 

Graduation from a TBcognizmd college or university with a degree in ac« 
coianting, or a degree in business admlnistratioii with a major in accounting 
may be * required. Certification by State Board as Certified Public Ac- 
countant may also be required* A minimum requirement would be gradua- 
tion from a recognized business college with an associate degree in account- 
ing. 

Up to 3 years- accounting experience is usually required* 

Usually requires 6 to 9 months" on-the-Job training to become thoroughly 
acquainted with hospital administrative policies and accounting procedures* 

WORKER TBAXTS 

Aptitudes: Verbal ability is required to issue instructions to subordinates, 
present oral and written x^eportSy and to read technical literature about 
changes in accounting techniques and equipment* 

Numerical ability is required to analyze accounting prohlems and com- 
parative reports. 

Clerical ability is required to detect bookkeeping and statistical errors in 
ledger postings or statistical reports* 

iTtierestm : A preference for technical activities in order to effectively 
analyze accounting problems and to devise improved procedures. 

A preference for activities carried out in relation to proceBses, techniques, 
and machines in order to plan Bequence steps and prepare instructions, 

TentpBrw 7 r%entB : Worker is required to make Judgmental decisions con- 
cerning new accounting procedures and new equipment needs, to reduce time 
and cost of accounting operations, 

PhyBicul DeiTiQMdB cLnd ^VoThiviff Cotiditio^ns : ^^©rk is sedentary. Reaches 
for and handles ledgers, journals, and documents# 

Frequently fingers keyboard of adding machine and calculator# 

Talking and hearing essential to communicate with accounting personnel# 
Near- visual acuity lequired to review statistical data and prepare de- 
tailed financial and statistical reports. 

Works Inside- Worker often has own offlce# 

JOB RELATIONSHIPS 

WorhmTB mupervimed: May supervise BOOKKEEPER' AUDIT CLERK; 
CASHIER ; AaCOUNTS-RECEIVABLE CLERK ' INVOICE-CONTROL 
CLERK; ACCOUNTING CLERK; and PAYROLL CLERK. 

SupBTi^iBed hy : CONTROLLER. 

pTOTnotioTL fvom: No formal line of promotion. May be promoted from 
BOOKKEEPER after additional formal training# 

pTomotion to: No formal line of promotion. May be promoted to CON- 
TROLLER, 






PROFESSIONAL AFFILIATIONS 



AiYiericBTi Institute of Certilied 
Public Accountants 
666 Fifth Avenue 
New York, N.Y. 10019 

National Association of Accountants 
605 Park Avenue 
New York, N,Y, 10022 



Hospital Financial Management 
Association 

840 North Lfake Shore Drive 
Chicago, IlL 60611 

American Association of Hospital 
Accountants 

840 North Lake Shore Drive 
Chicago, III# 60611 
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Financial Management Department 



ACCOUNTING CLERK 

JOB DUTIES 

Performs a variety of duties related to keeping accounts and records in 
the Financial Management Department of hospital : 

Adds totals posted by other workers on accounts receivable ledgers, using 
adding machine, and balances figures with amounts shown on charge slips 
and cash receipts. Classifies accounts receivable according to categcries, 
such as Insurance accounte, collection agency accounts, and private accounts 
to identify specific sources of income. Compiles expenditures for each de- 
partment as directed. 

Compares entries on accounts payable ledgers with invoices received from 
vendors to verify accuracy of posting. Types checks for payment of bills, 
and submits checks to supervisor for signature. Files check stub with ac- 
counts payable records, and posts data and amount of check to account 
ledger. 

Posts receipt and disbursement of funds to appropriate hospital accounts. 
Balances register with cash receipts* Verifies the posting of various account- 
ing entries* 

Computes hours worked from employees* timecards and records payroll 
information on payroll forms* Transmits forms to bank for praparation of 
payroll checks, Ooinpares returned payroll checks with information recorded 
on form for aceuraey. May prepare and type checks. Keeps personnel records 
pertaining to vacation and sick leave, wage and salary information, and 
performance and promotion. 

Files documents, tach as ledgers and payroll in alphabetically arranged 
files. Prepares administrative reports as directed. Types correspondence for 
supervisor. Explains work procedures to clerical workers. 

This job will usually be found in smaller hospitals where it combines the 
duties of INVOIOE^CONTROL CLERK | .. AOCOUNTS-BECEIVABLE 
CLERK- and PAYROLL CLERK, 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Adding machine, calculating machine, cash receipt slips, checks, ledgers, 
payroll records, typewriter. 

EDUCATION, TRAINING, AND EXPERIENCE 

High school graduation with courses in typing, bookkeeping, and other 
commercial courses is required. One to 2 years of additional course work in 
aecounting-bookkeeping at the business college level Is highly desirable* 

Usually 1 year of related accounting or posting experience Is required. 

Usually 8 to 6 months* on-the-job training Is required. 
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WORKER TRAITS 



Aptitudes: Verbal ability required to eonriprebend principles of bookkeep- 
ing and accounting, and to answer questions regarding paychecks, financial 
stB^teTTiBiits, and various statistical datu.. 

Numerical ability required to compute financial data either by hand or 

by machine* ^ _ j 

Clerical ability required to discern and avoid errors in posting and 

copying figures. ^ 

Motor coordination required In posting figures from one source to anotneri 

rapidly and accurately. 

Eye-hand-coordination and finger dexterity required to operate office ma- 



Interests: A preference for activities that are routine and organized in 
order to keep syatematic accounts and records. 

Te 7 npe 7 ^a 7 nent& : Practical by nature ; required to perform routine, repeti- 
tive tasks according to established accounting procedures and methods. 

A liking for details; required to maintain precise standards of accuracy 
in balancing aeeounti. 

Physiaal De^TMnds and Working Conditiona : Work is sedentary. 

Reaching, handling, and flngexdng are required in posting data, filing ledg= 
ers, and operating office machines. 

Near-visual acuity and accommodation required to read data posted on 
various accounts. 

Works inside. 



Supervised by : BUSINESS OFFICE MANAGER or ACCOUNTANT. 
Promotion from: No formal line of promotion. May be an entry Job. 
Promotion to : No foriual line of promotion. 
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PROFESSIONAL AFFILIATIONS 



Hospital Financial Management Association 
840 North Lake Shore Drive 
Chicago, 111. 60611 
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Accounts-Receivablc Clerk 219.488 



ACCOT^NTS-RECEIVABLE CLERK 

bookkeeping machine operator, accounts receivable 

posting clerk 

JOB DUTIES 

Keepa systematic set of hospital accounts-recelvable records and posts 
chargea to individual ledger accounts of hospital patients, using bookkeeping 

machine: ^ i ^ 

Compares amounts on charge slips and credit notices with hospital rate 

and charge schedules to verify accuracy of amounts posted. Consults with 
department heads to resolve errors in accounts. Posts charges to individual 
accounts by hand or by machine. Summarizes entries in mdividual patient 
accounts and compares totals with totals of charge and credit slips to in- 
surr accuracy. Posts summaries to general ledger, or may forward data to 
other workers for posting. 

Periodically computes trial balance on accounts receivable, using adding 
machine. Receives and flies charge slips and reports. May compute, type, 
and mail itemized statements, showing halance outstanding on individual 
accounts, to Individuals or their representatives. Oecasionaiiy may perform 
cashiering duties. May he a lead worker, design*i.ted as Accounts-Receivable 
Manager. In smaller hospitals the duties of this 1ob may be combined with 
INVOICE-CONTROL CLERK- ACCOUNTING CLERK- and INSUR- 
ANCE CLERK. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Adding machine, bookkeeping machine, cash receipts, charge slips, ledg- 
ers, office BUpplles, rate schedules, typewriter. 

EDUCATION, TRAINING, AND EXPERIENCE 

High school graduation with courses in typing and bookJreeping required. 

Usually 6 months to 2 years of previous experience in. booUEceping and 
accounting is required. 

One to 3 months’ on-ttie-Job training is required. 

WORKER TRAITS 

m 

AptitudeB: Numerical ability required to perform calculations and com- 
putations necessary in bookkaeping. 

Clerical perception required in detecting and avoiding errors in statistical 
records* 
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Finger dexterity and motor coordination required to work keys of type- 
writer, adding machine, and bookkeeping machine, and to copy data from 
one set of records to another rapidly and accurately, 

Ijiterests t A preference for routine, organized work adaptable to system- 
atic recordskeeping', , 

rernperamente- Practical and detail-oriented^ work Is performed accord- 
ing to established bookkeeping standards and procedures, requiring little 
independent judgment. 

Phymcal Demayids and Wnrhing Conditions: Work is sedentary. Stands 
and about ofliee to obtain various ledgers and reports# ^ ^ 

Near-visual acuity required to read and copy statistical data rapidly with 

high degree of accuracy. 

Works inside, 

JOB RELATIONSHIPS 
WorlceTB aupert;^afed • None, 

Supervised by: BUSINESS OFFICE k-^ANAGEB; ACCOUNTANT; or 
MANAGER, CREDIT AND COLLECTICI^ 

^rornotion from,: No formal line of promotion. May be an entry job. 
VromotioTi to: No formal line of promotion. Promotion may be through 
increased supervisory and administrative duties, 

PBOFESSIONAL AFFILIATION 

Hospital Financial Management Association 
S40 North Lake Shore Drive 
Chicago^ 111. 60611 
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Officer 237-368 



I'*inar4cial Management Department 



ADMITTING OFFICER 



director of admitting 



JOB DUTIES 

Makes future reservatione for patiente, arranges for admission of pa- 
tients to hospital^ and directs and coordinates activities of hospital admits 
ting office personnel : 

Determines hospital privileges of physician who Is making reservations 
by checking against a staff list- Records information that identiffes physician 
and patient, type of accommodation desired, insurance coverages date of ad- 
mission^ and type and date of operation if case is surgicah ReviewB list of 
unoecupied beds and makes preadmission ieservations according to type of 
case and accommodation desired. F'requently forwards admission form to 
patients to be filled out in advance of hospitalization. 

Interviews patient, his relatives, or other responsible individual to obtain 
identifying and biographical information. Interprets hospital regulations to 
patient concerning visitors, visiting hours, and disposition of clothing and 
valuables. Explains rates, charges, servlees, discounts, and hospital policy 
regarding payment of bills- May request partial payment in advance, Noti^ 
fles particular hospital division to eKpect patient and arranges for escort 
of patient to room or ward station. If patient is brought into emergency 
room, secures necessary information from patient, or from relative or person 
accompany Ing patient. Assigns bed or, if patient is to be sent home, exp. ^dns 
emergency room charges and arranges for payment. Enters information on 
record book and forwards cash to business office- Explains differenceB in 
rates and charges to patients desiring change of accommodations, and ar^ 
ranges for change. May obtain signature for surgery from legally respon^ 
sible patients or relatives. Notifies pertinent departments of patient’s ad- 
mission in accordance with established procedures. 

Prepares work schedule for department personnel, based on ivorkload and 
the number of employees available to perform the tasks. Directs subordi- 
nates In such duties as preparing admitting forms, room transfers, admit- 
ting reports, and maintaining a current bed Index of patients in hospital. 
Reviews completed work for accuracy and returns Improperly prepared ad- 
mitting records and forms for correcHlon- 

In ter views and hires new employees and assigns them to various sections 
of the department. Arranges for on-the-job training for new employees. 
Requests wage increases, transfers, and promotions for admitting office 
personnel. Conducts periodic staff meetings to inform staff of changes in 
admitting office policies and procedures. 

Coordinates admitting procediires with activities of other departments* 
Places patient's valuables In office safe and issues receipt- May place re^ 
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quests for use of operating room. May answer Inquiries con’erning condi- 
tion of patient in accordance v/lth regulations governing such ii ''ormation. 
May notify family when patient is placed on critical list. May contact police 
In connection with admission of patients classed within police or medico- 
legal area. In smaller hospitals the duties usually assigned to the creait ae- 
partment are frequently assigned to this job. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Admitting forms, admitting records, personnel records, room index, time- 
csrde^ work scliisduleE. 

education, training, and experience 

Graduation from a recognize^* college or university is requmed. Course 
work should include psychology, sociology, and personnel and business a - 

ministration. Some employers prefer a graduate nurse. 

Usually requires 1 to 2 years’ experience in an accredited hospital or social 

Usually 8 months’ on-the-job training required to becoine familiar witn 
admitting office pnlieies and procedures. 

WORKER traits 

Altitudes: Verbal ability required to communicate eflfectively with pa- 
tients. doctors, and hospital staff members, exereising high degree of tact 
and poise, and occasionally overcoming languap barrier. Also required to 
understand and apply knowledge of medical terminology. 

Numerical ability required to estimate potential patient costs, .insurance 
coverage, and financial arrangements in meeting obligations by patient. 

Clerical ability required to recognize pertinent detail in reports and to 
identify errors in omission or calculations when reviewing admittance ree- 

IrLt&reate: A preference for business contacts to deal with patients, t.belr 
f ar.iilies, medical personnel, and hospital employees. ^ ^ ^ 

A preference for preatlglous activities, to direct the admitting functions 

of a hospital, _ _ j - 4 . 

Temperaments.' Responsibility to direct all activities relating to admi^ 

ting patients, and dealing with them, as well as physicians, hospital staff 
members, and others involved with admitting Bactlon, 

Independent thinking, to exerclce own Judgment in determining actions in 
emergency situations, and in maintaining control of room occupancies. ^ 

Analytical, to evaluate other information from estabJished criteria, such 
as interpreting policies and issuing information on. room rates and hospital 

regulations, ^ , 

Physical nmnandm and Working Conditions.' Work is sedentary. Reaches 

for and handlea admitting records. 

Talking and hearing essential in giving and receiving information re- 
garding admitting procedureB and room assignments. 

Works inside. Usually has own office. 
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JOB RELATIONSHIPS 

VyoTkers aiipervisedi HOSPITAL-ADMITTING CLERK and HOSPITAL 
GUIDE. 

SupBT'viaed by! May bs supervised by CObJTROLLERj ASSOCIAIj'. AD- 
MINISTRATOB; or BUSINESS OFFICE MANAGER. 

pTO'Vfttiov fTOTn: No formal line of prornotion. May be promoted from 
HOSPITAT -ADMITTING CLERK. 

pTOTnotion toi No formal line of proTnotion, May be promoted to BUSI- 
NESS OPFICE MANAGER or CONTROLLER. 

PROFESSIONAL AFFILIATIONS 

Hospital Financial Management Association 
840 North Lake Shore Drive 
Chicago, 111. 60611 
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Financial Management Department 



AUDIT CLERK 



JOB DUTIES 

Verifles accuracy of figures, calculations, and postings pertaining to hos= 
pital business transactions recorded by other workers ; 

Examines individual patient ledger cards, admittance forms, 
and similar hospital records for completeness. Verifies accuracy of figures, 
ealculationa, and postings of hospital charges paymente, f ^ 

count balanceB. using adding machine. Contacts department heads a^ ^ 
responsible individuals to resolve diacrepancies found, such as omis n 
payments, incorrect charges, and failure of hospital departments, in order, 

to bill services rendered. • ^ ™ 

Calculates adjustments raquired to correct discrepancies from informatio 

lecelved and prepares adjustment ticket showing such 

of patient, account number, and reason for adjustment. Rou _s .. ^ . j +„ 

ticket ledgers and other lecords to other workers for posting of correct data. 
May answer mail and telephone inquiries concerning discrepanciB in hos- 
pital accounts. May keep records of patients transferred from inpatient to 
outpatient status. May prepare charge tickets for blood received from 
pital blood bank or for other special services. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Adding machine, calculating machine, admitting forms, billing statements, 
ledgers, typewriters, 

EDUCATION, TRAINING, AND EXPERIENCE 

High school graduation with courBes in bookkeeping required. 

Usually requires 1 year of prior bookkeeping experience. 

One month’s on-the-job training is required. 

WORKER TRAITS 

Apmudes: Numerical ability required to verify aocuracy of calculation 
by eomputatio** and to calculate adjurntments in eharges- ^ a* 

Clerical perception required to detect errors in computation and postang. 
Interests: A preference for routine activities which involve checking data 
in Drescribed manner and filling out adjustment forms. 

Temperaments: Practical by nature, since work duties performed ar 

short-cycle, repetitive operations carried out according to standard pro e- 
duras. 
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Detail-minded; computationa and adjustments must be accurate. 

Physical De 7 nand 8 and IV or king Conditions : "Work is sed.en.taic’y. 

Reaches for and handles ledgers, statements, and other billing fornis. 

Fingers keys of typewriter, adding machine, and calculating machine. 
Near-visual acuity required to read various record postings quickly and 
accurately. 

Works inside. 

JOB RELATIONSHIPS 

Workers supervised ; None. 

Supervised by: BUSINESS OFFICE MANAGER or ACCOUNTANT. 
Promotion frofu: No formal line of promotion. May be promoted from 
BOOKKEEPER. 

Promotic % to,* No formal line of promotion. 

PROFESSIONAL AFFILIATIONS 

Hospital Financial Management AsaoelatloTi 
840 North Lake Shore Drive 
Chicago, 111. 60611 
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Financial Management Department 



Bookkeeper I 21 0.38S 



BOOKKEEPER 

JOB DUTIES 

Maintains a complete and systematic set of records of all financial trans- 
actions of hospital : 

Records details of hospital financial transactions in appropriate journals 
and subsidiary Idegers fro? * sources such as charge slips, requisitions, and 
payroll records. Summarizes and balances entries recorded in Individual 
journals and ledgers, and transfers data to general ledger* Prepares finan- 
cial statements. Income statements, and cost reports to reflect financial con= 
dition of hospltah Traces errors and records adjustment to correct charges 
or credits posted to Incorrect accounts. Compiles financial data from various 
accounts and ledgers, and records summaries in standard format to reflect 
profits and losses of hospital operations. 

Computes and records cash receipt summaries^ Reeonelles canceled pay- 
roll and accounts payable checks with bank statements and verifies bank bal- 
ance with statements. May prepare withholding, social security, and tax re- 
turns* May operate bookkeeping and calculating machines* May supervise and 
train new business office employees, Tn smaller hospitals, worker mav handle 
details of accounts receivable, accounts payable, and payrollp 

MACHIKES, TOOLS, EQUIPMENT, AND WORK AIDS 

Adding machine, calculating machine, charge slips, ledgers, offlee supplies, 
typewriter. 

EDUCATION, TRAINING, AND EXPERIENCE 

High school graduation including courses in bookkeeping, accounting, busi- 
ness English, and mathematics required. Some employers may require ad- 
ditional courses in bookkeepiiig or accounting at Die college level. 

Usually 1 to 2 years' experience in accounting or booWceeplng is required* 

About 3 months' on-the-job tra^ ling is required. 

WORKER TRAITS 

Aptitudes: Verbal ability required to understand anJ apply principles 
and procedures of bookkeeping and accounting* 

Numerical ability required to make arithmetic computatiens either with 
or without adding or calculating machines* 

Clerical ability required to detect and avoid errors in posting figures be- 
tween accounts. 
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Motor coordination and Anger dexterity required to operate typewriter 
and adding and calculating machines. 

Interests: Preference for work involving routine, concrete duties, for post* 
ing and computing Agui’es and preparing’ financial statenients follev/ing 
standard rnethods and procedures, 

TeinpeTCbTnBTitB : W^orker needs disposition to perform duties in accordance 
with standard, well-defined work procadures. 

Strict adherence to detail; worker must meet rigid standards of accuracy 
in computations and calculations to limits of 1 cent. 

Physical DeTThoAidB and IVoTking ConditionB : ^Tork Is sedentary, 

Beaching, handling, and fingering required in posting on ledgars, filing 
financial data, and using typewriter and calculating machine. 

Near-visual acuity and accommodation required in posting figures which 
are transferred from one ledger to another and in comparing flgux*es on 
statements and invoices with those in ledgers. 

Works inside* 



JOB RELATIONSHIPS 

stipsTvisedi: Usually none. May supervise clerical assistants. 
Supervised by: BUSINESS OPPIOE MANAGER or ACCOUNTANT* 
pT 07 notion froTu: No formal line of promotion. May be promoted from 
INVOICE-CONTROL CLERK | ACCOUNTS-RECEIVABLE CLERK; or 
PAYROLL Ci^ZHK. 

pTomotiort to: No formal line of promotlou. May be promoted to AC- 
COUNTANT. 



PROFESSIONAL AFFILIATIONS 

Hospital Fliiancial Management Association 
840 North Lake Shore Drive 
Chicago, 111* 60611 
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Fitiancial ?<Ianaffement Department 



Manager, Office 169,168 



BUSINESS OFFICE MANAGER 

manager, business office 
JOB DUTIES 

Supervisos and coordinates activities of personnel in the business office 

of a hospitals ^ ^ 

Orgaiiizea office opeT^ationSs such as typingj bookkeeping* preparation oi 
payrolls, and other clerical services. Maintains suffleient flow of "vork by 
evaluating office production and revising procedures accordingly. Directs 
supervisors responsible for other clerical and administrative functions. 
Standardizes office procedures and initiates policy and prcjedural chanEes. 
Directs department operations to prepare and retain records, flies, and re- 
ports in accordance with hospital standards. Plans office layouts, requisitions 
office supplies and equipment, and initiates cost reduction profframs. Bcviews 
clerical and personnel records to insure compictent'BS, accuracy, and time- 
liness. Coordinates activities with those of other departments. Prepares ac- 
tivity reports to help guide management. May participate in budget pre- 
paration. . 

Interviews and hires new business office employees and ass i, ms them to 
various section of t e Financial Management Department. May arrange on- 
the-job training for new employees. Conducts periodic staff meetings to in- 
form staff of changes in policies and procedures. In some hospitala the duties 
of MANAGEB, CBBDIT AND COLLECTION are eombined with this job. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Accounting records, work schedules. 

EDUCATION, TRAINING, AND EXPERIENCE 

Graduation from a recognized college or university with a degree In busi- 
ness or hospital administration is required. 

Two years' experience in office manage' ment, preferably in a hospital or 
similar Institution, is required. 

Usually requires 8 to 6 months' on-the-job training. 

WORKER TRAITS 

Altitudes: Verbal ability required to interpret and explain hospital busi- 
ness policies to employees and staff members. 

Numerical ability required to prepare activity reports and determine ac- 
curacy of numerical work of employees. 
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Interests: A preference for prestigious activities, to direct all business 
activities within a hospital and to schedule, assign, and review work of 
subordinates. 

Temperaments : Worker must have ability to plan, control, and direct all 
activities of the business office. 

Tact required to deal eflfectively with subordinates, einployees, and other 
staff members in carry hig out functions of the biisiness office. 

Clear thi ’king required to make judgmental decisions in initiating busmess 
office policy and procedural changes. 

Physical Demands and W^orhinff Conditions : Work is sedentary. 

Reaches for and handles various hospital documents and forms. 

Talking and hearing important to communicate effectively with business 
office personnel. 

Near-visual acuity required in reviewing work of subordinates and in pre- 
paring statistical reports. 

Works inside. Worker usually has own office, 

JOB BBLATIONSHIPS 

Workers auvervised.- BOOKKEEPER; AUDIT CLERK- CASHIER; 
ACCOUNTS-BECEIVABLE CLERK; INVOICE-CONTROL CLERK; AC- 
COUNTING CLERK; PAYROLL CLERK. May supervise INSURANCE 
CLERK and COLLECTION CLERK. 

Supervised by: CONTROLLER, 

Promotion from: No formal line of promotion. 

Promotion to: No formal line of promotion. May be promoted to CON- 
TROLLER. 

PROFESSIONAL AFFILIATIONS 

Hospital Financial Management Association 
840 North Lake Shore Drive 
Chicago, 111. 60611 




Ti'nancial Management 



Cashier I 211.368 



CASHIER 

JOB DUTIES 

Receives payments from patients for hospital and medical servicei i%jn- 
dered^ and reaords amount received ; stores personal articles of patients 
admitted to the hospitals 

Examines charge or credit slips to detect error# on charges posted to in- 
dividual accounts* Corrects errors as necessary* Oomputes and totals hills 
using adding machine or cash register* Explains charges and answers ques- 
tions concerning accounts* Receives payments in full from patients being 
discharged, by cash or cheek, and issues receipt for amount received. At- 
taches copy of receipt to patiant's ledger card and flies* Eeeps record of all 
payments received. Refers patient to credit department when ha cannot 
make payment for full amount. Signs discharge slip for patients whose ac- 
counts have paid in full. Takes in partial payments fihm individuals 

and insurance companies which have been mailed; wri'^s and forwards re- 
ceipts, Answer telephone Inquiries concerning patii^ it account balances. 

Totals moneys received on cash register^ and verlfles total with cash on 
hand. Reconciles totals if errors are found. Counts and packages money. 
May prepare bank deposits. Prepares reports of dally transactions and for- 
wards cash, receipts, and other records to accounting sectiom 

May disburse petty cash, make change, and cash checks for patients and 
employees. 

Takes in articles from patients such as watches, rings, and other per- 
sonal items for safekeeping and iss" receipts ; writes patient's name on 

enveFupe, pi abas items inside, and stores envelope in safe. Returns articles 
to patient at time of discharge. 

Depending on size of hospital, may specialize in duties Involving in- 
patients, outpatients, or outpatients who are former patients. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Adding machine, cash register, typewriter, ledgers, receipt, and office sup- 
plies. 



EDUCATION, TRAINING, AND EXPERIENCE 

High school required. Courses in bookkeepi * ' g, accounting, and 

typing deslrabK 

Usually a minimr jf 6 months' experience In cashiering is required. 
Some employers hire high school graduates without work experience if they 
have training In speciflc, desired courses. 
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Up to 2 montha’ on-the-job training in hospital procedures is usually pro- 
vided by employers. 

WORKER. TRAITS 

ApUtudea: Verbal ability required to understand written records pertain- 
ing^ to hospital charges and to discuss them with patientSi 

Numerical ability required to understarid pertinent detail in tabuiar form, 
and to a% oid perceptual errors in arithmetic computations. 

l 7 %tBVCBtm : A preference for activities involving business contacts, in order 
to carry out cashiering duties^ 

A preferenca for routine, concrete, and organized activities^ to operate 
cash register. 

TemperwmentB : Ability to adjust to situations involving repetitive and 
short-cycle operation e, performed to set standards and proceduree in receiv- 
ing payments, issuing receipts, and balancing cash. 

Adaptable to dealing with the public in accepting funds and explaining 
details of charges and credits. 

PhfyBtcQ^l D&TYiwridH utiil IVoTJcithy CotiditioitB: V^^rh. is light. 

Frequently handles and fingers hospitals records, eorrespond.mce, curren- 
cy, typewriter, caBh regist^^r keyboard, and other office equipment. 

Near-visual acuity required to read and compute patient accounts. 

Works inside. 

JOB BBLATIONSHIPS 

WoirhBTB None. 

Supervised by; BUSINESS OPFICE MANAGER or ACCOUNTANT. 

pTOTttotion fTQift: No formal line of promotion. 

pTomoiioTt to* No formal line of promotion. Promotion may be through 
the addition of supervisory duties. 

PROFESSIONAL. AFFILIATIONS 
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Laundry Department 



Tumbler Operator 9S3c885 



TUMBLER OPERATOR 



drier operator 
fluff *dry folder 



JOB DUTIBS 



Tends a battery of tumblers, either steam or eleetrieally heated, thiit dry 
and fluff washed artioles, preparatory to folding z 

Traiiefera partially dried, presorted articles from carts or sorting table, 
and places in cylinders of tumblers. Closes and locks doors and etarts 
tumblers. Sets timer for drying cycle, according to type of iirtlcle being 
dried, XiOads and starts tumblers in sequence, estimating drying time for 
each, to regulate sequence for unloading and maintaining flow of work to 
finishing section workers. Observes temperature and presBure gages on 
equipment to ascertain specified readings and notifies supervisor of devia- 
tions and machine malfunctioning. Opens tumbler door at completion of dry- 
ing cycle, feels articles to determine dryness, and reruns articles, if neces- 
sary, to Insure complete dryness. 

Unloads tumblers and dumps dried articles into designated carts for sort- 
ing and folding. Folds and stacks articles that do not need further ftnlahiiig. 
May segregate articles for ironing. May fold and stack articles such as 
towels and wash cloths. May truck laundry to and from tumblers. Cleans 
lint traps, and keeps entire area, including outside of dry tumblers and mo- 
tors^ free from lint. 

Assists and rotates with other workers in departoient« 



Grammar school education, with ability to follow oral and written in- 
structions# 

No experience required. 

Tip to 3 waeks^ ©n-the-Job training is satisfactory. 



Aptitt^Mr Motor coordination and mahuar d^rterlty are required to load 
and unload tumblers qulcMy to maintain a fiew of work for continuous 
production. 



MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 



Tumblers of various sl^es, laimdry carts. 



EDUCATION, TRAINING, AND EXPERIENCE 



WOKCEB TB AITS 
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Some color visioii is required to sort colored ffarmenta from whites. 

InteTeata: A preference for routine activities dealing with loading and 
unloading’ machineB. 

T’emperamenta ^ Adapted to repetitive type duties of loading and unload- 
ing machines and Borting articles for next laundry operation. 

Physical Demanda and 'WorMng Conditiona j "Work is heavy. Considerable 
walking^ lifting, pushing, and pulling is Involved in transferring wet and 
dry articles from one work station to another. 

Handling Mud fingering articles to detect dampnesa and for sorting opera- 
tions. 

Works inside. The area is noisy, humid, and wet from steam, 

JOB BBLrATlOHSHIPS 

Workers aupmfvised: None. 

Supervised by: POBBMAN, PINISHING or HAUNHRY MANAGER. 

Promotion from; No formal line of promotion. This may be an ent^ Job. 

Promotion to ; EXTRACTOR MAN or WASHMAN. 

PROFESSIONAL. AFFILIATIONS 



None. 
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Washer^ Machln# 361,885 



Laundry Dapartmant 



WASHMAN 

JOB DUTIES 

Tends one or more macliines to wash hospital artlalesp sUQh as garments^ 
bed and table linens^ blankets^ curtains^ and draperies * 

Loads preweiffhed articles requiring Identical treatment into washing ma» 
ehines. Closes doorSp tarns valves to admit water of specifled temperature 
to predetermined levels, and starts machine. Adds soaps, detergents, bleaches 
and/or washing solutions through trough, as required, during various wash- 
ing cycles* Repaats draining of sudsy water, adding of soaps, detergents, 
bleaches, and washing solutions, and refllllng of washers with hot, cold, or 
lukewann water to rinse laundry as required to result in a clean and sani- 
tary wash* 

Observes machine-movement indicator to Insure turning of washwheels in 
alternate directions to avoid tangling of articles. Opens doors and unloads, 
or directs workers to unload, washar* 

Performs specialised operations, such as washing articles from the Isola- 
tion ward separately, atarill^lng items, and spot-cleaning to remove heavy 
stains. Reports breakdowns or malfunetlons of machines to WASHROOM 
PORffiMAN. 

May load washed articles Into eKtractor for damp-drying. May tend 
washer-e^teaetor that washes, rinses, and semidries articles. May clean 
work area and machines. 

MACHIKESp TOOLS, BQUIPMTOTT, AND WORK AIDS 

Washers, automatic or semiautomatic, single and double washwheels, top 
or front loading. 

EDUCATION, TRAINING, AND BXPBRIBNCB 

Grammar school education, with ability to follow oral and writtan in- 
struetiens. 

No previoUB ^perlence required. 

Up to 30 days' on-the- Job training to become famillsr with washing rou* 
tine, and equipment operation. 

WOMBB TBAWS 

Aptitt^eas Motor coordination and manual dextority are required to load 
and urioad machines rapidly to maintain flow of work to flnlshlng section. 

IntmTBstm: A preference for routtn© acttvitles dealing with washing ma- 
chine operation, touding water gages and switches. 
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Temp^TaTnentB : Ability to follow speciflc instructions for mixiiig and us^ 
ins washing agents and equipment to insure clean^ sanitary wash. 

Physical Demands and Working Conditions : Work is heavy- 

Pushing and pulling of laundry carts* Carrying up to 60 pounds of laun- 
dry. 

Walking and standing when tending washers* 

Reaching and handling when loading and unloading machines. 

Works inside. Area is noisy, warm, and humid, and floors may be slippery 
when wet. 



JOB BBL.ATIONSHIPS 

W^orhBTB BUpervisedT None. 

Sttp&Tviscti by: WASHROOM FOREMAN. 

Promotion from: No formal line of promotion* This may be an entry Job. 
Promotion to: WASHROOM FOREMAN. 

PBOFESSIONAL AFFILIATIONS 

National Association of Institutional Laundry Managers 
P,0. Box 11486 
Philadelphia, Pa* IlDlll 
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Laundr;^ Department 



Washroom Foreman 361.133 



WASHROOM FOREMAN 



ehief washman 



JOB DUTIES 

Super%Tiess and eoordinates activities of worhers engaged in aorting and 
washing soiled linens^ garments, drapes, and other hospital articles in elec- 
trically powered machines and extracting excess water to prepare them for 
the finishing operations * 

Plans, in cooperation with LAUNDRY MANAGER, wash schedule and 
priorities, and assigns workers to duties, such as collecting soiled laundry 
from laundry chute areas, weighing and sorting laundry, and waBhlng and 
eKtractIng. Trains new workers In use of supplies and equipment by demons 
Btrating use, explaining operating techniques, and aBsIsting in actual op- 
erations. 

SortSj= or directs workers to segregate, laundry according to volume, degree 
of stain or soil, and types of articlee. Places heavily stained articles in cart 
for prewashing. Manually loads articles into washer or washwheel until 
snachine is loaded to designated capacity. Sets waterJevel control and turns 
valve to admit water heated to a degree intended to rGduce soil and infec- 
tious bacte’»*ia. Closes washer doors and starts machine. Adds soaps, deter- 
gents, bleach, and/or bluing through trough, according to treatment required 
for wash. Drains sudsy water, admits clean water after each washing cycle, 
and rerlnses as required, adding Bpecifled washing chemicals to each step, 
as necessary. 

Assists workers in loading and unloading washers and extractors. Ob- 
serves and listens to operation of machines and makes minor adjustments, 
or reports malfunctioning to LAUNDRY MANAGER, Keeps records of to- 
tal weight of wash processed each day for each hospital department, for 
budgetary charge purpose. 

Inspects wash at various stages of processing for cleanliness, advises 
workers or recommends changes in washing and rinsing procedures to effeet 
a clean and sanitary wash. 

Is responsible for Isolation wash. 

May shut down all equipment at end of daily operation* 

^^tates workers withih washroom or arranges for rotation with finish- 
ing section to ralieva monotony and to maintain workflow, 

MACHIN^ TODLS^ EQUIPM 

Semiautomatic any i;automatic waslhers and extractors | - laundry solutions, 
such as soaps^ deteVffohts, bleaches I logbook^^ 
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EDUCATION, training, AND EXPERIENCE 

Grammar achool education, with ability to understand laundry procedures. 
Minimum of 1 year's experience as WASHMAN is required. 

One to 3 months' on-the-Job training to become proflclent in supervisory 
methods. 



WORKER TRAITS 

A.ptitudes: Verbal ability is necessary for discussing washi*ig procedures 
and problems with supervisor ar/d subordinates; for issuing instructions for 
successful performance of washioom workerB in coordination with activities 
of other departments and laundry sections. 

Some numerical ability is necessary for proper measuring of such laun- 
dry agents and chemicals as soaps, detergents, bleaches. 

Form perception is necessary to discern stains, tears, and other discrep- 
ancies in laundry articles when sorting or determining type of washing 
treatment necessary. 

Motor coordination and manual dexterity are necessary to coordinate eyes 
and hands rapidly ; sort, load, unload, and tend machines ; and add deter- 
gents and other chemical solutions to wash. Must move rapidly to maintain 
flow of work to finishing section. 

InteTmata : A preference for activities of Bupervisory workers In the rou- 
tine process of loading, tending, and unloading washers and extractors. 

TernpeTamenta : Ability to plan and direct activities of washing sections. 

_ •A-bility to determine type of wash necessary for different stains, mate- 
rials, and colors for clean and sanitary wash. 

Physical Demands and WorMng Conditions i Work can bo heavy. Stand- 
ing and walking from washer to washer, checking machine operation, and 

ohserving performance of workers. 

Stooping, crouching, turning, reaching for, and lifting. In the process of 
nandllng laundry and tending machinas« 

Talking and hearing for supervisory duties. 

Near-visual acuity and color vision are required to detect stains, and sort 
by color. 

’Works inside. Area is hot, humid, and noisy. Subject to burns from hot 
equipment and water, and falls due to wet floors. 

JOB RBLA.TIONSBIPS 

Workers supervised: All workers assigned to waBhroom. 

LAUNDRY MANAGER. 

PraOTotion /row.- WASHMAN or EXTRACTOR MAN. 

Eromoe*o« to .• LAUNDRY MAIWAGBR. 

PROPESSIONAL APEILIATIONS 

Natipnal Aasoolation of Institutional Laundry Managers 
P,0, Box 11486 
Philadelphia, Pa. 19111 



Definition of Worker Traits 



I. APTITUDES 

Specific capacities and abilities required of an individual in 
order to learn or perform adequately a task or Job duty. 

G INTELLIGENCES General learning ability. The ability 
to “catch on*' or understand Instructions and underlying 
principles. Ability to reason and make judgments. Closely 
related to doing well in school. 

V VERBAL: Ability to understand meanings of words and 
ideas associated with themp and to use them effectively. To 
comprehend languagep to understand relationships between 
words, and to understand meanings of whole sentences and 
paragraplis. To present information or ideas clearly. 

N NUMBRIOAL: Ability to perform arithmetic operations 
quickly and accurately. 

S SPATIAL: Ability to comprehend forms in space and 
understand relationshipo of plane and solid objects. May 
be used in such tasks as blueprint reading and in solving 
geometry problems. Frequently described as the ability 
to ** visualize” obj ects of two or three dimensions, or to 
think visusilly of geometric forms. 

P FORM PERCEPTION ; Ability to perceive pertinent de- 
tail in objects or in pictorial or graphich material; to make 
visual comjparisons and discriminations and see slight dif- 
ferences in shapes and shadings of figures and widths and 
lengths of lines. 

O CLERICAL PEROEPTION : Ability to perceive pertinent 
detail in veirbal qr tabular material. To observe differences 
In copy, to proofread words and numbers, and to avoid 
' perceptual errors in arlttaft'rtic computation/^^^ ^ ^ ^ ^ ^ 

■ ^ ^ MOTOR COORDINATION : Ability to coordinate eyes and 

■ “liahds or fingers rapidly - and accurately in making precise 
movements with speed. Ability to make a movement re- 
sponse acciiirately and quickly, t 

F FINGER DEXTERITY I Ability to move the fingers and 
manipulate smalt objects with the fingers rapidly or ac- 
curately. 
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M MANUAL DEXTERITY : Ability to move the hands easily 
and skillfully. To work with the hands in placing and turn- 
ing motions. 

^ EYE-HAND-POOT COORDINATION: Ability to move the 
hand and foot coordinately with each other in accordance 
wdth visual stimuli. 

C COLOR pISCRIMINATION • Ability to perceive or recog- 
nize similarities or difFerences in colors, or in shades or 
other values of the same color ; to identify a particular color, 
or to recognize harmonious or contrasting color combina- 
tions, or to match colors accurately. 

Explanation of Levels: 



The digits indicate how much of each aptitude the job requires 
tor satisfactory (average) performahce. The average require- 
ments, rather than maximum or minimum, are cited. The amount 
required is expressed in terms of equivalent amounts possessed by 
se^nents of the general working population. 

The following scale is used: 



percent of the population. This ?■ e^nent of the 
extremely high degree of the aptitude. 
The highest third exclusive of the top 10 percent of the 
population. This segment of the population possesses an above 
average or high degree of the atitude. 



rnis 

fch 



segment oi me 
!, ranging 



middle third of the population, 
population possesses a medium degree of u 
from, slightly below to slightly above averag'e. 

The lowest third exclusive of the bottom lo percent of the 
population. This segment of the population possesses a below 
average or low degree of the aptitude. 

5, The lowest 10 percent of the population. This segment of 
me p^opulation possesses a negligible degree of the aptitude. 



^rtain aptitudes appear In boldface type on the qualiflcations 
pmflles for the worker trait ^oups. These aptitudes are con- 
sidered to ^ be occupationany si^lflcant for the specific group; 
i.e., essential for average auccessful job performance. All bold- 
face aptitudes are not necessarily required of a worker; for each 
-wfithin a worker trait group, but some combination 
of them is essential in every case. 
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II. INTBBESTS 

Preferences for certain types of work activities or experiences, 
with accompanyinit rejection of contrary types of activities or 
experiences. Five pairs of interest factors are provided so that 
a positive preference for one factor of a pair also Implies 
rejection of the other factor of that pair. 



1. Situations involving a pref- 

erence for activities 
dealing with things and 
objects. 

2. Situations involving a pref“ 

erence for activities in- 
volving business contact 
with people. 

8. Situations Involving a pref- 
erence for activities of a 
routine, concrete, orga- 
nized nature. 

4. Situations involving a pref- 
erence for working for 
people for their presumed 
good, as in the social wel- 
fare sense, or for dealing 
with people and language 
in social situations. 

6. Situations involving a pref- 
erence for activities re- 
sulting in prestige or the 
esteem of others. 



6. Situations involving a pref- 

erence for activities con- 
cerned with people and 
the communication of 
ideas. 

7. Situations Involving a pref- 

erence for activities of a 
scientific and technical 
nature. 

8. Situations involving a pref- 

erence for activities of 
an abstract and creative 
nature. 

9. Situations involving a pref- 

erence for activities that 
are nonsocial In nature, 
and are carried on In re- 
lation to processes, ma- 
chines, and techniciues. 

0. Situations involving a pref- 
erence for activities re- 
sulting In tangible, pro- 
ductive satisfaction. 



III. TBMPERAMBNTS 

Different types of occupational situations to which workers 
must adjust. 

1, Situations Involving a variety of duties often characterized 
by freguent change, 

: 2, Situations ■Inyolvlng repe'titlye or short— cycle operation car- 
ried opt according to set procedures or sequences. 

8. Spuations involving .doings things only under specific in- 
struction, ; allowing little or no room for Independent action or 
jiudgment in working out j oh problems. 
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4. Situations Involving- the direction, control, and planning of 
an entire activity or the activities of others. 

6. Situations involving the necessity of dealing with people 
in actual job duties beyond giving and receiving Instructions. 

6. Situations involving working alone and apart in physical 
isolation from others, although the activity may be integrated 
with that of others. 

7. Situations involving influencing people in their opinions, 
attitudes, or judgments about ideas or things. 

8. Situations involving performing adequately under stress 
when confronted with the critical or unexpected or when taking' 
risks. 

9. Situations involving the evaluation (arriving at generaliza- 
tions, Jud^nents, or decisions) of information against sensory 
or judgmental criteria. 

0. Situations involving the evaluation (arriving at generaliza- 
tions, judgments, or decisions) of information against measurable 
or verlflable criteria. 

X, Situations involving the Interpretation of feelings, ideas, or 
facts in terms of personal viewpoint, 

Y* Situations iiivolving the precise attainment of set limits, 
tolerances, or standards. 



IT, PHTSICAL DEMANDS 

Fhysleal demands are those physical activities required of a 
worker in a job. 

The physical demands referred to in this volume serve as 
a means of expressing both the physical requirements of the job 
the physical capacities (speciflc physical traits) a worker 
must have to meet the requirements. For example, “seeing” is 
the name of a physical demand required by many jobs (perceiving 
^3^ the sense of vision ) , and also the na m e of a speciflc capacl'^ 
possessed by many people (having the power of sight) . The 
worker must possess physical capacities at least in an amount 
equal to the physical demands made by the job. 

The Factors: 

1, Lttttag, CaCTying, Push and/or Pulling (Strength). 
These are the primary Vstrength^* physical requirements, and 
generally spiking, a person who engages in one of these activities 
can bngage in all, Speciflcally, each of ■-these activities can he 
described as: 



ERIC 
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(1) Lifting: Raising or lowering an object from one level to 
another (Includes upward palling) . 

(2) Carrjdng* Transporting an object, usually holding it in 
the hands or arms or on the shoulder. 

(8) Puahing: Exerting force upon an object so that the object 
moves away from the force (includes slapping, striking, kicking, 
and treadle actions) . 

(4) Pulling: Exerting force upon an object so that the object 
moves toward the force (includes jerking) . 

The five degrees of Physical Demands Factor No. 1 (Lifting, 
Carrying, Pushing, and/or Pulling), are as follows: 

S Sedentary Work 

Lifting 10 pounds maximum and occasionally lifting and/or 
carrying such articles as dockets, ledgers, and small tods. Al- 
though a sedentary job is defined as one which involves sitting, 
a certain amount of walking and standing is often necessary in 
carrying out job duties. Jobs are sedentary if walking and stand- 
ing are i*equired only occasionally and other sedentary criteria 
are met. 



I, Light Work 

Lifting 20 pounds maximum with frequent lifting and/or carry- 
ing of objects weighing up to 10 pounds. Even though the weight 
lifted may be only a negligible amount, a job is in this category 
when It requires walking or standing to a significant degree, or 
when it involves sitting most of the time with a degree of push- 
ing and pulling of arm and/or leg controls. 

^ M Medium Work. 

Lifting 60 pounds maximum with frequent lifting and/or car- 
rying of objects weighing up :tp2B pounds. 

HCeuvy Work 

Lifting 100 pounds m^imum with frequent lifting and/or 
canprjng of objects weigldng up to 

, y. Very. Heavy Work . 

Lifting objects in ^^cesE of ; 10^^^^^ freq lifting 

ahd/pr fwrii^hg of pbjitots wmgWng 
, and/or Balant^^ . 

, (1)/ Ciimbi^f Ascending dr /descending^ stairs, scaf- 

fPldihg, rlamMi poles, "TOpes,/a umng the feet and legs 

an^/pr feanfe and pipM. _ , , 

■ - " f ^ Malntaimri body ^uililBrium to prevent fall- 

ing ^ when,- walWng, .j standing, ,^irou<Aing, . pr , rupning on narrow, 
sfippeiE^/ "or /eFrati^^^^ surfaces t dr maihtalhmg bddy 

equihbrtum 

8, Btddphagp ffiieeltog/ Crduchteg# and/dr Cr 
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( 1 ) Stooping: Bending the hody downward and forward by 
bending the spi^. at the waist. 

> 2) Kneeling : Bending the legs at the kTiees to come to rest 
on the knee or knees, 

(8) Crouching: Bending the body .downward and forward by 
bending the legs and spine. 

( 4 ) Crawling: Moving about on the hands and knees or hands 
and feet. 

4. Reaching, Handling, Fingering^ and/or Feeling: 

(1) Reaching: Extending the hands and arms in any direction. 

( 2 ) Handling: Seizing, holding, gifasplng, turning, or other- 
wise working with the hand or hands (Angering not involved) . 

(8) Fingering: Picking, pinching, or otherwise working with 
the Angers primarily (rathei’ than with the xvhole hand or arm 
as in handling) . 

(4) Feeling: Perceiving such attributes of objects and ma- 
terials as size, shape, temperature, or texture, by means of re- 
ceptors in the skin, particularly those of the Anger tips. 

5. Talking and/or Hearing: 

(1) Talking: Expressing or exchanging ideas by means of the 
spoken word. 

( 2 ) Hearing: Perceiving the nature of sounds by the ear, 

6. Seeing: 

Obtaining impressions through the eyes of the shape, size, 
distance^ jnotion, color, or other characteristics of objects. The 
major visual functions are: (1) acuity, far and near, (2) depth 
perceptlonj (8) Aeld of vision, (4) accommodation, (5) color 
vision. The functions are deAned as’foUows* - ■ 

(1) Acuity, far — clarity of vision at 20 feet or more. Acuity, 
near-— clarity of vision at 20 Inches dr less. 

(2) Depth perceptlon-i^three dimensional visidn. The ability 

to jndge dista space relationshty^^ so as to see objects 

■^lere and as thty actually are. hr 



(8) Field of vision— the area that eanrbe seen up an 
or to the right or left while thei eyes’* are Axed " dh, a? given' point, 

of' 'the lens of ‘the eye 'to 
bring ah object ' into sha^ focus. This item is lly" ity i- 

pprtant when doing near-point work at varylhgh ^^athncds" f ho hi 
the eye. ^ ' ' ' ' ' ' - 

- (S) Gdlor ylsion^t^ — ^the abili'^’’ td. idehtify and 'distinguish colors. 



" =■ ... h h ■ i ’ 
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V. WORKING CONDITIONS 

Working conditions are the physical surroundings of a worker 
in a specific job. 

1. Inside, Outside^ or Both : 

I Inside: Protection from weather conditions but not neces- 
sarily from temperature changes. 

O Outside: No effective protection from weather. 

B Both: Inside and outside. 

A Job is considered ‘‘inside” if the worker spends approxi- 
mately 75 percent or more of his time Inside, and “outside” if 
he spends approximately 76 percent or more of his time outside. 
A job is considered “both” if the activities occur inside or out- 
side in approximately equal amounts. 

2. Bxtremes of Cold P lus Temperature Changes : 

(1) Extremes of Cold Temperature sufficiently low to cause 
marked bodily discomfort unless the worker is provided with 
exceptional protection. 

(2) Temperature Changes: Variations in temperature which 
are sufficiently marked and abrupt to cause noticeable bodily 
reactions. 

3. Extremes of Heat Plus Temperature Changes : 

(1) Extremes of Meat: Temperature sufficiently high to cause 
marked bodily discomfort unless the worker is provided with 
exceptional protection. 

(2) Temperature Changes: Same as 2 (2). 

4. Wet and Humid I 

(1) Wet: Contact with water or other liquids, 

(2) Humid: Atmospheric condition with moisture content 

sufficiently high to cause marked bodily discomfort. 

Noise and Vibration r 

Sufficient hplse, either constant or Intermittent, to cause 
marked distraction or possible injury to the sense of hearing 
and/pr sufficient vibration (pfod^ ah pscillating move- 

inpnt pr strain on the body ^ p repeated motion 

orshock) to cause bodily harm if 'endured day after day. 

Situations in which the Indlyldual Is exposed to the definite 
risk of bpdUy i^ury. 

7. Fumes, Odors, Toxic Gonditlpiis, Dust, and Poor Ventila- 
tion.: ■ . ■ 

<fX) Fumes:' Smoky or vaporous axhalatiohs^ hsUally bdorous, 
thro'^pra off as the result of combustion or chemical reaction. 
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(2) Odors: Noxious smells, either toxic or nontoxic. 

(3) Toxic Conditions: Exposure to toxic dust, fumes, gases, 
vapors, mists, or liquids which cause genei'al or localized dis- 
abling conditions as a result of inhalation or action on the skin. 

(4) Oust: Air filled with small particles of any kind, such as 
textile dust, flour, wood, leather, feathers, and inorganic dust, 
including silica and asbestos, which make the workplace un- 
pleasant or are the source of occupational diseases. 

(6) Poor Ventilation: Insuffleient movement of air causing a 
feeling of suffocation ; or exposure to drafts. 









Instructions for the Preparation of Inhouse Job 

Descriptions 



As existizis health-service Jobs change and new Jobs come 
into being, hospitals and other institutions will need to revise 
their Job descriptions. 

Many who will be Involved Isi this activity will not be familiar 
with formal Job-analysis technqi'ues. The following instructions 
have been prepared to provide the neceaaary guidelines to pre- 
pare and revise their own job descriptions. 

In discussing the collection of occupational information (Job 
analysis) and the writing of Job descriptions, these Instructions 
use the descriptive format which appears in this volume of Joh 
Descriptions anA Or ganimoMonMl Analyms for Hospitals and Re- 
lated Health Services, 1970 Wdition,R&vise&, 

Job descriptions appearing in this volume are “com|X)sites,'* 
reflectirg a number of job analyses made in various localities. 
It is not likely that any Job description in this volume will coin- 
cide exactly with a job in a speciflc institution. In order to make 
the descriptions fit particular Jobs, it will be necessary to change, 
add; to, or delete frpm the composl^ descriptipn. New deacriptions 
written for use in any speciflc ihstitution can be more detailed 



rand speciflc than the composites appearing in this volume. 

Producing an aceeptabl^^^^^ meaninj^ul Job description involves 
four major steps. These are i ( 1 ) obtaining all pertinent inf or- 
matipn abput the jpb,: (2) recordings t^ information, (S) prepar- 
ing a wprto spd yerlfeihS draft wltii 

the worker, his superVjsbr. bip other persons familiar with the Job 
relatiphship; to This last step is 

riec^lary; to Insure’^^^j^^^ the description is accurate a^nd complete, 
" xEach' of th^eLs;tepsI.invblyes cphslderable-^ 

notes during the" job ;ahalypis interview wwtihg the final J ob 
descrlptiohV In-jformal Job analyses this writing is often re- 



ferred to. as . **technical” wrlttngi^^Iti is Intended for readers 
with’ considerable expertise in fhe subject and justifiably con- 
tains te'ehmeal’teims'famiUar only! to a selected audience. 

Sucifv'tebhhical' ' w^ has . no place in a Job description 



which is 



in only ttirbe 
mentibn technical process^ 



descriptions 

(2) be- 
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cause each description must compress much information Into 
comparatively few words, each word must be well chosen and 
the format for presentation carefully followed; and (8) some of 
the words used, although generally part of the average vocabu- 
lary, have additional (not necessarily different) meanings arbi- 
trarily asaigned to make them universally understandable. 

For example, the lifting involved in “light*^ work is ip''n to 
reasonable differences of interpretation. What Is “light” work 
to a 200-pound stevedore is something else to a high school girl, 
and still different to a middle-aged officer worker. To make this 
and other commonly used terms meaningful in describing jobs, 
arbitrary definitions have been provided to which both the writer 
and reader must adhere. For example, “light” work is defined 
as “lifting 20 pounds maximum with frequent lifting and/oi* carry- 
ing of objects weighing up to 10 pounds” (see page 701). 

With these points in mind as the following instructions are 
studied, preparing and revising job descriptions will be ^eatly 
simplifled. 

Should additional information or assistance be needed, contact 
the nearest State employment service office. 

PURPOSE OP JOB DESCRIPTIONS 

1. Recruitment and Placement — Job decriptiohs provide ready 
information about job requirements and qualities required in 
workerB to fill specific jobs. Job descriptions serve as a guide in 
bringing together the right worker and the right job. 

2. Employee Evaluation— Job descriptioTis provide personnel 
officers with an objective means of evaluating employee perfor- 
mance on the job. 

8, Better ’Utilization of Workers^— Job descM provide in- 

rtormatibn for combining jobs Vor r^llecfrtlhg tasks’ for gf eater 
efficiency/ 

4. Liabor Relationsi-^pb descriptlpns proyide a clear stotement 
of dutiea and resporisibilities. They serve as a basis of common 
understahdihg between wPrkers and man a 




WHAT IS A JOB DBSCBIP'MCW? ■ : ; ^ ^ ^ ^ / 

1. A job description is an accurate, up-to-date record of all 
p^fanent inf praiWipn al^ut a Job, as performed ini a 
ganizatlon or department. It must be qualified as “accurate” for 
obvious reasons however, many Job descriptionB do not reflect 




a Job as it is actually performed, but rather as management or 
the worker thinks it should be performed. It is important to 
realize that many employees and even supervisors tend to ex- 
aggerate the complexity of a job. Others may oversimplify a 
job in describing it, leaving out important steps which are 
obvious only to them. The job description must also be qualified 
as “up-to-date” to underscore the importance of keeping job 
descriptions current at all times. An obsolete job description Is 
no better than one that was inaccurate to begin with, 

2. Job descriptions In this volume have six main sections with 
various subsections' 

JOB DUTIES 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 
EDUCATION, TRAINING, AND EXPERIENCE 
WORKER TRAITS 
JOB BELATIONSHIPS 
PROFESSIONAL APFILIATIONS 

OBSERVATION IKTBRVIEW 

The most effective job-analysis technique involves ohserving 
Tyorkers performing their j obs and interviewing workers, super- 
yisprs, and ? others familiar with the job. It Is effective because 
it; (i) . involves fir the Interyiewer ; <2) 

enabies the interviewer to evaluate data and sift essential from 
nonessential facts in terms of tha,t obsey ; and (8) permits 

the worker to coinmunicate facts altout, the job. 

The Interviewer uses this naet^ 

: Ti -lie may pbser j^ performing a com- 

pleteswojlc dj^les^beibre^aLskli^ ai^ questlonSi^®urlng obser- 
yatioft he takes notes and Indicates those activities which he 
d^s«; ulljt iihd he r feels that he ihas as 

ijn^rm^ibn as ^can be tbbt^ i^prii ^ bbsertatibni ' he talks with 

tKe,^6rker, his super vlsbri pn^^^ supplement his riptes. 

; 2; He :^ay observe and Intervi^iy-^'^i ’ worker- simLiiltaneously. 
As.Ke I watchesp he? talks with the worker about what he is doing, 
asking questions about what Is being idohei other factors belhg 



observed, as well as conditions under which the job is being 
performed. Here, too, the interviewer should take notes. 



THE INTERVIEW 

The purpose of the interv'iew is to obtain all the facts necessary 
for the job descriptions. The method is subjective since it in- 
volves a conversation between individuals. The interviewer must 
be more than a recording device. The amount, validity, and 
usefulness of the information he receives depends on how much 
he contributes to the conversation and how he interprets the 
information received. 

From the technical viewpoint, the Interviewer should become 
familiar wnth the technologies and jobs he will encounter. Sources 
of information which may be helpful Includes 

(a) Library I Books, periodicals, or other literature concerning 
the particular occupational area to be studied, 

(b) Department in which analyses are to be made: Organiza- 
tional charts, flowcharts, process descriptions, and catalogs. 

(c) Trade associations, professional societies, trade unions, 
and similar organizations: Job descriptions, technical literature, 
and consultations with experts. 

Preparation will help gain the respect and cooperation of 
workers. It enables the interviewer to talk with workers in their 
own language and eliminates questions on elemehtary points. 

The intsrviewsr iiiust also be able to cope with the intervie'wee 
as a pefsorii establish friendly relations at short notice, extract 
all ‘pertinent iiif ormatiott, and f yet be sufflciehtly detached to be 
obJ ectlye. ‘ must also try to obtain all pertineht ihf ormatloh 

the first tiine, or the worker pr his' supef jdsdr w 
reihterylewed/ ■ - .;;V , 

V. -lOpenlng; the Intew ■ './'f'r* 

^ 'Be at ©asp and put ttie iWoidcer ease, ';Learh his ncdue in 
advance andtjintroduee j yoptyelf, : Discuss r- general and "pleasant 
typii^Jong enou^- to estyblisjf rappprti ■ - ‘ “ ii srt r 

V f Make i t^ ^ nf the interview clear . f Telh fhe ^ worker 

why^r '^e;;inter'eieWx.^^^^ scheduled!^: andf« what is expected j to -be 
accomplished. Assure him ,, that, th analysis is not > concerned 

with tlmerPtudy or wages, if;this is so. r; : ; : , V ' , r ; ; 

.:;B. Encourage ‘the. -Worker -to talk.;rBe- courteous- and- show-a- 

sineere interest m^^What he flays.../ : , ; . .5 . 
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Steexiiis the InterTiew 

1. Phrase questions carefully so that the worker must answer 
with more than “yes** or “no.** Do not ask leading questions. 

2. Conduct the interview in language understood by the 
worker. Do not exhibit impatience If the worker Is nervous or 
ill at ease. 

3. Let the worker talk. Ask one question at a time and allow 
him enough time to ans'wer it. 

4. Secure apeciflc and complete Information regarding (a) 
what the worker does, (b) what gets done, and (c) what the 
worker uses in performing his work, such as materials, machines, 
tools, equipment, work aids, or the knowledge or subject matter 
he is dealing with. Obtain information about the job require- 
ments; for example, the physical demands, working conditions, 
and specific knowledge on which the worker*s decisions are based. 

5. Encourage the worker to think and talk according to the 
logical sequence of duties performed. If the duties are not per- 
formed in a regular order, ask him to describe the duties in a 
functional manner with the most important activity first, 
the next most important activity second, and so on. Ask the 
worker to describe Infrequent duties that are not part of his 
regular activities. However, infrequently performed duties do not 
include such activities as taking an annual inventory in which 
all or most of the employees assist. 

6. Avoid letting the worker stray from the subject. A good 
technique Is to summarize the data collected up to that point, 

7. Consider the relationship of the job under analysis to other 
Jobs In the department. 



,'.y :s \ the :Int#rvlew'- 

^ ' "... - • ■ ^ ^ . 

1. Sumniarize the information obtained from the worker and 
mdldato tiie^^ m dr duties nperf ormed and the details concerning 
;:iea:<tii^of :the' duties... 

1 T2. jj01ose.the intertiew pn^a friendly note. V 

'.iC; ■'« AdditIdnai'' StiggefltlOM" 

1. Talk to the worker only with the permission of his super- 

' 2, Be pdlite and cpurtepus thrPughput the interview. 

Dp'iflof "taik^down*^'j^^t]b^^T^^ rr. 
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4. Do not take issue with the worker's atements. 

5. Show an impersonal attitude. Do not be critical or attempt 
to suggest any* changes or improvements in organization or 
method of work. 

6. Do not show any partiality to grievances or conflicts con- 
cerning employ er-employee relations. 

7 . Do not discuss wage classification of the J oh. 

8. Verify job data, especially technical or trade terminology, 
with the supervisor or department head. Verify completed analy- 
sis with the proper oflftcial. 

Taking Notes 

^Tote-taking should be kc^t to a minimum, and should contain 
only the data needed to prepare acceptable job descriptions. The 
note-taker must develop a certain skill in combining this activity 
with the conversation. He must be able to write intelligible 
notes during the interview. 

Some people object to a record of what they say. The Inter- 
viewer must decide how nauch the interview may be aflPected by 
this attitude and modify his practice accordingly. If notes are to 
be taken, do not try to conceal this fact. Taking notes can in- 
crease the worker's confidence by emphasizing the importance 
of t' ■ a situation, if the interviewer can determine what the 
worker considers important and makes notes accordingly. 



PREPARING THE JOB DESCRIPTION 

The completed interview and note-taking form the basis for 
formulating a complete Job description. Most personnel offices 
have deyejoped forms available for such p as recruitment. 

Interviewing prospective employees, eniployee eyaluatlon, and 
descriffing job duH respbhslbiliti^. :r ; ; 

1 i.;- Such> alreadyT-:; available! f of ms > iwithe; Space for a listing .= duties, 

requlfemente, responsibilities, arid other pertment^ iffi 

abcmt dobs m adequate;- for^ t^ at hand ' in ta; particular 

estab^plnneht. ;Howeyer,>ithese ihsf^ 

tablishfnehts yrtthbut p^ylpusly: developed formats to use IrL pre- 
paring; a ■satisfactory Job description, for cufreiiti riew, or chang- 

. T has ;beeh organized to parallel the job descrip- 

tions In this ^publication.; .Ai 3u|ck J^kl at the ‘‘Nature, of the 
Volume” on pages 1 through' 40 . will give clues as ^ 
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has been included in each of the breakdowns of the job descrip- 
tions. A study of the Department Description, Organization 
Chart, and Job Descriptions for the department in which the 
job is to be studied will also help the interviewer determine 
where the job belongs according to the lines of supervision, and 
in relation to other Jobs in tha*t department. The Job Descrip- 
tions themselves serve as examples of how to prepare each sec- 
tion of the description of the new or changing j ob. 

Job Duttos 



The Job Duties section describes In detail what the worker 



does, why it is done, and the meana he uses to sccomplish this. 
This section is not intended to be a time-motion study; however, 
sentences should be concise and the job covered in detail— detail 
in this instance meaning that all the tasks should be Included. 
Avoid length3»^, involved sentences which confuse the reader. 

This section should begin with a statement that summarizes 
the duties of the job. When possible, present the job duties in 
logical sequence. Where no particular sequence exists, the nar- 
rative can be divided according to area of responsibility. For ex- 
aniple, a physical therapist massages patients, directs therapeu- 
tic exercise, and applies hydrotherapy and electrotherapy. These 
major tasks— massage, therapeutic exercise, hydrotherapy and 
electrotherapy— may be used as headings under which the speciflc 
tasks included in each area are listed and expanded. The inter- 
yie'vver should study the work performed in^ the execution of 
these tasks. Under the headings, sufflcient data should be listed 
to explain the methods and techniques involved. 



Maieliiiiea, Tools, Eaulpment, and Work Aids 



These itehrts, which the worker works, 

are lisf ed in this section. If any haye ah unusual 

in the job, they should be deScrlb^^ 



.- 5 " ' 



I^uciitlonp Traliun^ Qxpananee 



"^cThe worker tfinte^iewad^ during^ de- 

scription may haye little knowledge of the quallflcatldh’ req^ 
ments) of ®he g ob. The; worker ja®supervisor or "personnel offlcer 
sliouid be consulted for this information; i >: 

^ allii;jobS* within =a hospital " r^uif e ’ a 
Kvamounh .*f ^ formal thducationi « Jnibbtalhirig^and 



recording this indFormaitionj remeinber 'bha't educatioiial reQnire- 
meixts should be at a realistic level to insure adequate perfor- 
mance of the job being analyzed. In cases where the Job involves 
promotional opportunity to more responsible positions, the quall- 
flcations of higher Jobs can be taken into account in setting 
standards for the lower. However, artificially or unreasonably 
high educational requirements serve no purpose other than to 
attract overqualified applicants who soon resign for opportuni- 
ties more in keeping with their capabilities. Despite the grow- 
ing empha,sis on advanced education, many thousands of jobs 
still do not require even a high school diploma for successful 
performance. 



It is important to remember that the Job is being analyzed— 
not the worker. Because the employee holding a particular job 
has a particular degree does not mean that such educational 
attainment is essential or even desirable in determining the quali- 
fications needed. 



For a few Jobs, the educational requirements may be rela- 
tively low and can be recorded in terms of ability to speak, read, 
and write ; performing simple arithmetic problems ; or, following 
oral or written instructions. In some instances, particularly in 
Jobs performed by physicians and nurses, the educational require- 
ments are recorded as established by the accredited professional 
organizatfon. 



Some items to be considered regarding education arer Courses 
required ; graduation from an accredited cpllege; registration with 
a State Board ; license dr certiflbate ; and range of education 
such as 1--2' years of high school, 2 years of college, or 1—2 yaafs 
of vocational school/ ^ ^ ^ 



ence 

here. 



tmnmg and training and experi- 

s usuaHy required of ah applicaht are covered 
may be a statement of training and expeHence the 
worker should have prior ' to hiring or it may be ■Raining ,^ven 
on the J obV; ^he^ ; pff drs, io]mal . inservice framing, list 

training (courses and the amount of time' required, 
p and . experience requirements 

established by accredited professional assdciations. Ih some^^^m^ 
stances, .;formal,ieducatldh,<may; bo substituted for- tralningt'or 



Some hodpitah 



^Include, he^p , g,ny licensure requirements. * This means a- license 
required by a professional Organization = such;as thbse, for ^ 
pists,- ;certein ttechniciansVand -rtjany j obs in the labbrhtorjri ^Stat# 
on municipab'licensing for nuries, ahdtf or Isbmeigdbs in engiheer- 
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ing and maintenance ; and in some cases a license to drive a car 
or truck, if driving' is a necessary part of the job. 

Worker Trslte 

This section identifles those abilities, personal traits, and in- 
dividual characteristics which the worker must possess in order 



Worker traits consist of four components: Aptitudes, Interests, 
Temperaments, and Physical Demands and Working Conditions. 
Sach of these components is made up of a number of factors. 
A listing and deflnition of each component and its factors are 
contained in the DEFINITION OF WORKEB TRAITS to be 
found on pages 697 through 704 of this volume, A study of 
this section will signal the interviewer which factors should 
be considered while making the job analysis, both during the 
observation-interview and during the formulation of the complete 



job descriptioh. The Interviewer has to m^ake judgmdhts concern- 
ing the factors to which the worKer must adj usti The characteris- 
tics cited in this section shouid he supported by data in the Job 
Duties and explained in terms of what is actually required of 
the -Worker. ■ ' ' - 

To assist in rating these factors as soon as they have beeh 
decided, it may he advisable to make prelimihary hates Pf t^ 
significant' factors wheh ' nptes are beinig takeh on . other = inf orma- 
tion abbut th job. The simplest and most meahlh^ui metb^ 



Of p^sentihg these vectors ia to d^ them in’ 

li Aptit-Mdes are^ ' defined as specific capacities and abilities 
required of an individual to learn or perform adequately a task 
orf job idu:tor, ^gelOct those apti appear significant in 

the" oCcu and idehttfy in terms'hf specific work slt^ 

u^MOnsi de^rl^^k cbmbinatibr^ 

ahti®dbs^\canv IdentifleS 3lirpugbT= the actlqhs ^ which 

A, 1 — are* 



Motor yCoordinjatibn^-.^Fit^er 



^fentyi : Man^ ana 



: Eye-Hahd-Fdbt -Gdbrdihationl’i Aptitudes Isuchy as W N umer- ; 

^-ical; -SpattahtFoim -PefceptidhT aridr: Clerical: Perceptloh ' are ider- 



iii^s 












■ thl^ job:- The falser of IntelH 

Meaningful and descriptive statements for this factor ;^e diffi- 
- -cul^;., :to., egress in', ' 
\2.7/n#er^i^r.arb for certain ^pes of 
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work act:’"-? ties or experiences, with accompanying^ rejection of 
contrary types of activities or experiences. Five pairs of in- 
terest factors indicate that a preference for one factor of a pair 
also implies rejection of the other factor. Select and indicate 
those factors which the Job requires and the worker must 
match if he is to perform satisfactorily. Insofar as Interests are 
conducive to job success and satisfaction, it can be said that 
every job from the simplest dishwashing to the most complex 
sclentiflc activity requires an interest pattern. 

3. T eTnpBTwiTvetits are defined as different types of occupational 
situations to which the worker must adjust. Fach work situation 
describes a type of activity that demands a different adjustment 
on the part of the individual worker. Select and indicate those 
factors which the Job requires and the worker must match. 

Physical DBryicLnds o/nd l^OTltvng Conditiotis are two separate 
units combined for brevity. 

physical Demands are the physical activities and sensory per- 
ceptions required of the worker in the job. Jn determining the 
physiol demands of a given job, all necessary job requirements 
should be considered in terms, of what the worker must do for 
satisfactory performance. If the job requires that the worker 
stand, sit, climb, and lift heavy objects; exercise the facilities 
fr®-hing, h^ai:ing, seeing, pr feeling; or engage in other similar 
should he stated clearly, 

deipftpds, such as the necessity of maintaining 
taiit^;:wp^ or performing duties witih unusual speed, 

May bei^included, -On is no,t necessary to list 

physical ffemapd: si the worker may be; applylrig 

it ^6 f hb- wm^ Sample, ah adinihis- 

tratiye , empipyee „ may_.: reach or stoop occasionally during the 

hst this' ; Similarly, 

® ^l^Prkeh.. prodded with a chair may J prefer to stand and may 
be; observed .doing. So, but- standing, would hot be "listed as a job 
hgqhltfmleht^^^ of ; job ; analyse is^ always 

fhejjph.that^^^ n'otirthe worker, , .. .. 

J,;,Wprkihg^^ ^ndi^^^^ ^arhi.cpmplemeht^^ to the^ 'Physical Jpe- 

^hnds^,^unit., .Describe the_ suffpundihgs in wKich; the. job is per- 
formed ;an5^ list any; hazards; iiih;erOT in the wpf;t The 1 informa- 
v^hlSf un|t^^^h yhhh^Jy. jhe,^ 

•tiihehf' • hot ; he .apparent, ...ThoiuWprker.ror ;■ W super- 

yihpr shouid,^be, queitioned.: carefully' to .develop 5ihf6*:ra fof 

this sebtibh;" ^ -r ..r:: 
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Job Relationships 

This section shows the relationship of the Job to others In the 
department. The infor ^ion necessary for this section should 
be obtained from the wu.^icer*s supervisor or the personnel officer. 
It can be broken down as follows * 

Workers supervised and Supervised by — Indicate the lines of 
authority and the areas of responsibility for pupervisory posi- 
tions. Wherever possible, use the exact job titles used by the 
institution. 

Promotion from and Promotion to — Show the Job within the 
promotional hierarchy of the hospital organization, and indicate 
the promotional possibilities available to each Individual. A Job 
requiring little academic achievement or previous experieiice can 
he labeled ‘‘Entry Job.” Again, wherever possible, use the exact 
Job titles used in the hospital organization. 

ProfeBsional Organizations 

The interviewer can choose whether to include this section. 
For those Jobs that require accreditation by a particular organiza- 
tion before hiring, it may be of value to list the name and address 
of that organization. 














Selected 

Occupatioiial and Career Information 

Publications 



The following publications, unless otherwise Indicated, may be 
ordered from the Superintendent of Documents, U.S. Government 
Printing Office, Washington, D.C. 20402. Remittance in the form 
of check or money order payable to the Superintendent of Docu- 
ments must accompany all orders. Do not send postage stamps. 

1. DictioncLTy of Ocou^Q,t%onoLl Titles ^ Third Edition, U.S. Train- 
ing and Employment Service, 1965. The dictionary provides a 
standard refereiice for Job definitions and occupational classiflca— 
tion. Volume I, of 809 pp.,^^$ 

lists over 85,500 different occupationai titles. Defines and identifies 
by code number almost 22^000 separate occupa^ons througl^ut 
the American economy. Volume II, 

Ind/ustry Index, 666 pp., $4.25. 



Jobs In numericals^.order ^according to V some, combination of ; work 
field, ' puf pps pf pduct,^ subject matter, generic term, 

anftloK Se^iid* Ur 

some combinatibn of required general educational, deyelopment, 

1 , aptitudes, interests, temperaments. 



2, jSf^oie^ of pccupatidrm ^Physical Demand^, 

t^w^^ of sOceu vThindf EdltioUi v U , Si, T*’Uming 

■ Employnaent Servicef.T96i3jr-,28d^pp.i"$2JI5.'Lists^ individual .physical 
;demande,4SRpr^hifecortdij^pM||^^ 
defined -in; thu-rrdictio^rj^l^^l^hefjlnfprmnV^ 

sbur^ material del»rmiuihgr3 qbi’f elatMusmps activities 
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Ice, 1968, 156 pp., $1.26. A rearrang-ement of the data contained in 
the first supplement. The data are presented by the worker trait 
groups contained in volume II of the dictionary. They are then 
subgrouped by level of strength required. The supplement will be 
useful in counseling and placement activities, and particularly 
useful in determining utilization, transfer, and placement possi- 
bilities for handicapped and aged workers. 



Suffix Codss for Jobs Defined in the Dictionobry of Oocupcb- 
tioTiaZ TitleSf Third Edition, U.S, Training and Employment Serv- 
ice, 1967, 264 pp., $2,00. Provides a unique three-digit suffix code 
for each job title defined in the dictionary, thereby, giving a 
numerical identification to such job titles within each six-dlglt 

are Intended for statistical reporting 
, cannot be used and identifica- 

tion is dependent upon numerical identification. 

6. Training Manvul for the Dictionary of Qcciipatipnal Titles, 
Third Edition, U.S. Training and Employment Service. Part 
I^trtmtpr^s Gtdde, 1965, 23 pp., $0.26. Provides guide to instruc- 
tions for initiating and conducting the self-training program cov- 
ering the dictionary. Part B, Tratnee'a ITor^ 1965, 828 pp., 
$1-75. A.self-instructional text, presented in the form of. a linen v 
prpgram coyering the QontentB, structure, arrangement, and use 

of -thpd!Ictionary.;,/;/ \ , . 



^ De- 

scribes usugl duties, characteristics of job, qualifications, enaploy- 
o_ . incement opportunities, and means to 

’^82 nccupatidhsj^^'-"'-''^'"^ " 



7. Handhpph:;fprfJob^iMes1n'nMtUTfing, Ui S> _ 

,ment Service, 1970, ’ 46 pp., $0.55. A self-contained instructional 



P^ffceduhes fqr rbStru^ 

ologyiconteineddn t]^s is derived "f r'bm' aSripcni a1 adapta- 

- tion-ofithe^job ^analysis 'concepts ’and 'technlques'Taeveldped by the 
. assistin’ many 

^36r|pbWntihl?'l^^^ 



4 -..Vf' V 

Vs-" ? . 



•■-t/res'purceSti , 

. 1 ®* ' of iXf ofn/puters^fin Mfidicali: Sciences, 

1969, '90, ppi, '$0.45.‘dles_cribes 19 pccupatiohs relating to record- 
keeping^and : statistical bper^^ the medical •fie^d^ : . V. ' 
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ing and Employment Service, Interim Revision, May 1966, 91 pp., 
$0.60. Presents the principles and practices for obtaining' accurate 
information about jobs — the results of more than SO years of 
investigation in Job analysis. Concerns the uses of job analysis, 
job analysis methods, and the stafflng schedule and job analysis 
planning report. Designed as an operation and reference text in 
any program requiring the collection and compilation of occupa- 
tional information. 



XO, Guide for Analyming Jobs ^ U.S. Training and Employment 
Service, 196S, 40 pp., $0,25. A companion, pocket-sized workbook 
for the Traiuitig and Reference Manual for Job Analyais. Contains 
basic principles of job analysis in outline form, with explanation 
of each job analysis component. Helps the analyst determine what 
the worker does, why he does It, how he does it, and the skills 
involved in doing it, 

XX. Vocational Education and Oocupations, U.S. Office of Edu- 
cation and the XJ.S. Training and Employment Service, 1969, 

307 pp., $2.25. A two-way conversion document that links occupa- 
tions and their worker trait groups with vocational-technical 
education programs of State and local schools. 

Occupations in Eleotronic Computing Systems^ 1966, 72 pp., 
illus., $0.80.^ Describes 23 different occupations peculiar to elec- j 

tronic computing^ Giyes\the education, training, and characteris- j 

ticsvrequired;. of the.i'^orker by the job and lists the physical i 

abtivities and* environmental conditions usually encountered. Also s 

hab aiglossary of technical terms j a hibliographyr and a listing of j 

organizations, cplleges, arid universities where additional inf or- j 



mation about electronic computing systems may be obtained. 

1 , ,X8. : ,Oecitpdt€ona i the? Eield^of rEibrary Sciencej 1966^ 67 pp., 

ilins;^*$0:30.'>Rfesents descriptive information about 22 occupations 
‘ involved ihtUbrary?wbrk^dncluding educatldnj*'training,-experiencdi 






- - ;<• 



- -M'- ■ 



: and^ 

Betarded^X9GG;JJG ppi,'illus:, $0^86. Discusses the .problems pecu- 
liar to,=fhe^care.and'.rehabilitation of those afflicted with mental 
fetafjdatidnffnnd?£ describes:* 27-: occ^^ in such: care 



*JR .-fe'- .yi-i 






WitltMoniih^E^ 









? 3 . .. 



57ippii.dllusVV$0.'26^>Pfesehts i oh 14'^ Jobsdn the peace- 

fulii,apphcatidns 7 .of f atomic' ent,rgy >r. includes the yyorker trait re- 

quir^ents of th*e jobs. 
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16, Technical Report on Occupations in Numerically Controlled 
MetaUCutting Machining, 1968, 91 pp., illua., $0.46. Discusses the 
changes in these machining occupations due to the introduction 
and use of numerically controlled machine tools and some of the 
implications for the future j presents descriptions of 14 new and 
changed jobs and their changing requirements imposed by this 
new technology. 

17. Health Careers Guidehooh, 1966, 261 pp., illus, IVrltten and 
designed to appeal to young people who are interested in planning 
a career in the health .fleld. Describes more than 200 Jobs in this 
field and contains information about education, training, and 
licensing requirements; Job prospects; salaries and working con- 
ditions; personal qualifications required ; and sources of additional 
information,** 

18, Guide to LtOcal Occupational Information, 1969, 144 pp. 

Lists occupational guides issued by States; occupational guidance 
publicatipns covering selected Industries, fields, or special worker 
groups by State ; and area occupational projection surveys of 
States,** , 

19. Technological Changes in Composing Room and Bindery 
pTocesses in the Printing ahd Publishing Industry, 1964, 50 pp. 

a preliminary picture of occupational and Staflftng 
bf ought about in composing room and bindery processes 
as a result of the introduction of automated i.;equipment' or tech- 
nological innovations. A limited study, covering eight plants ill a 
®inffl© geographical area, and therefore not necessarily fepresertta'i 
tiye of the industry as a whole.** • • ^ 



20 . 

approach fo good personnel practices. - It ’suggests ideas /bn per- 
sonnel planning, utilization, and stabilization procedures. Valuable 
for training ' an d ' ref erehce-pur poses f n 'basics personnel ’ manage- 
ment, motivation to consider maripbwerj.heeds;T' goals,- rand situa- 

toward resplying manpower/ problems. 

V j : forj Control Turngv^Ps, dndrhiAbsenteeism, 

Itevised iiSTf, --^pp^j;', $ Contains information ^concerning the 

ever^pr^eseht problem of turnoyer and‘ absenteeism.* ALnalyzes^costs, 
defines terms, and presents causes of and suggestions f of . cbhtrbli 
Includes checklists 'and. sanKple report forms!; ' - ” 

* * A/rfngi^^ ff om rariiimted ! supifiyi. is available upon/request 

f f pin: thefManpo wer XJ; S.’;D.eparitoent^ of Labor, 



. ^ashihgton^ D.C.; / 20^ 



. - ‘Lt'X r i .1 . .-A/-. 



Index of Job Descriptions 



Main titles, which serve to identify the various Job descriptions, 
are listed in boldface type, in all capital letters. Altern'-ta titles, 
which are synonyms for main titles, appear in lowerr.ise letters 
and lightface type. The department where the Job Is found follows 
in parentheses. 



A 

Fas* 

ACCOUNTANT (financial management) 9B 

ACCpirNTING CLEBK (financial management) 98 

acoonnts manager (financial management) 

accounts— payable clerk (financial management) - - - - - ^ 

ACCOUNT^RECEiyABLlB CLERK (finaricial managem 100 

ADbBBSSINC^AiAcklNB bPEBATbR (general cleric ISO 

AbMINISTRATiyB ASSIBTAKT (executive) 26 

admmiitrative clerk (geheraV pleHcal) 184 

ad^nistrative engineer 

administrative Hofitt^eepep ' ^Bautfe^ 

AbktNISTttATIVB SBeBBTARY (execiitive) .. w.----. 28 

; ADMINISTRATOR ( executive): - - - - - - - - — - - - - - - — = - - - — - - - - . 28 

admittlng-,cierk«(flnanelal! management) __ ___ 115 

ADMITTING OFFICEB (financial management)i -;_u^. __ _ __iu 102 
alr-conditibning .mechanic feng-main.).dw.__ 841 

AMBULANCE ATTENDANT ^outpatient) -I ; 438 
; V: - AMBULANCB;;SDRll^Ri(but^^^ _ . iU . . . - _ - . _ .f _ - -u . . n 43B 

• ■:;:^^"s\;^ESTp:Esi6LbdisTi^^^^^ i jlu 220 

r.^^ALfcAraT^BERf 1 . _ _ _ _ L._ .u--. — U-' _ i/,._ . 246 

. ,^a.ppoinhmeirtiel€arki<goneMl icle^ - - - - - -- ^ - - - - - - ■ 160 

828 
680 

#8; 

. . . , _ . . ■' ?r -.-.s'fS,' . T- - S-, - • .* . .'-r- - •. . - . — .. 

w.,^iASSOCE&TE-sADMIN3STIfeA5E!M^1(«K«cuttve)><7i^-4i!?4j^.3s^4s^ 
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associate director, social servica (social ser.) 
attendant, occupational therapy (P.M. & R.) 

attendant, physical therapy (P.M. & R.) 

audiologist (apeeeh and hearing') 

AUDIOMETKIST (speech and hearing) « _ , 
audit CLERK (financial jnanagenient) 

B 



Faga 

633 

476 

4S3 

644 

547 

105 



bacteriology technologiat (clinical lab.) 

BAKER (dietetic) 

billing cleric (data processing) 

billing cleric, group Insurance (financial management) 
BIOCHEMIST (clinical lab.) I " I ‘ / 1 1 1 ] 

biochemistry technician ( clinical lab. ) = _ 

BIOCHEMISTRY TECHNOLOGIST ( clinical lab.) . I = = . ^ 

blood bank technician (clinical lab.) 

BLOOD BANK TECHNOLOGIST (clinical lab.) 1 1 1 1 ” I II I ' ! _ . ' I ” 
boilerhouse foreman (eng, — main.) ____________ II 

C®hg.— main, )I _ , __________ _ _ _ _ _ __________ I _ _ _ 

REPAIRMAN (eng.— maini) ____________ i ^ _ _ 

BQOEKEE.PER (financial manageinent) _______ 

bookkeeping machine bperator, accounts receivable (financial mhii.) 

brace maker (techhical ser.) 

building service worker (housekeepihg) _ I _ _ _ _ _ _ _ _____ _ _ 
business accounts manager (financial management) I. _ _ _ I _ _ 

OPFICB Manager (financial mafiagoment) _ - - - _ _ - 

;;.i- ■■ ■; ■ i-, i-.,--; ^ ^ 



288 

332 

62 

H9 

247 

276 

250 

276 

268 

eis 

617 

601 

107 

TOO 

677 

656 

123 

100 



fbod“Bervice sup^rvisof ' (dietetic) . _ _ _ _ _ _ 

CARDIO-PIILMQNary M (teehni^l sirl) 

card— puneb operator ' (data' proces-iing) ' _ _ _ _ _ _ _ 

carpenter,! MAINTENANCE {.eng.-main.)' . . I. r! 

- ease aide; (apclai aer.)r;._.ic%;__'J__._l_i 2 :-_v 

CASHIER^ ( financial .1 management) •- 

east . technician ^(‘tTOhmcal:' ser.) 

GATHETBRIZATION..^^ (tychnical {smT.) Xv. ^ 

- cath’Tab.^-'teehTaician L(.teclmleW ser,) . _ ' 

':,l3:GBNTRAI^ERyiCE^^^ 



667 

67 

603 



=jv- 
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chief pharmacist (phamaacy) 4 

chief social worker (social ser.) ; L 

chief washman ( laundry) 695 

chief X-ray technologist ( radiology ) BOS 

cleanup man (clinical lab.) 271 

cleanup worker (dietetic) 340 

CLfERK^ GRNERAL (general clerical) 132 

CLBRKp GEINRRALi OFFICE (general clerical) 184 

CLERK-TYPIST (general clerical) _ = ^ 136 

CLINICAL INSTRUCTOR (nursing ed.) - . , . . , ^ - 881 

clinic clerk (general clerical) 150 

CLINIC COORmNATOR (outpatient) ^ ^ ^ ^ 487 
clothes marker (laundry) _ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ 683 

cobalt technician (techmcal ser«) ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ B 87 

CODING CLERK (data processing) 62 

coding clerk (medical rec.) ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ 370 

COLLECTION CLERK (financial management) ^ ^ ^ ^ ^ ^ ^ ^ 118 

commercial systems analyst and designer (data proceBBlng) \-^V-^^^^^- 81 

GOMMUNICATIONS COORDINATOR (communications) 46 

community relations director (public relatlohs) ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ 184 

COBlPU^l’ER OPERATOR (data processing) ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ 64^ 

computer programer (date processing) 69 

console operator (data processing) 64 

CONTROLLER (financial management) ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ 92 

COOK (dietetic) ^ ^ i _i:u ^ = ^ ^ ^ ^ ^ ^ u ^ i. : ^ ^ ^ 884 

CpORDmATpR (P.M. j& R,y 460 

coowlinator, computer programlngr (data processing) = „ 

cddrdinatpr of voluriteerav^ _ 2l8 

GORRECii^V^E THERAPIST (P.mV & R.) x ^ . _ x x _ _ _ . _ _ _ » . _ _ . ^ 462 

GORBESPOKDEKCE CLERK (medical- rsc.) _x. LI . _.lx l 864 

/ COtJNSBLiOR ■-. (nurain^r ''ed;)-»v'yL_'xx__uu _>_'XxL x_ w_x x^x .t/xSSS 
cbnnter > aerviee ^m a nager ? (dietetic ) t3 _ x x ’I _ 1_L xLu _____ ^ _ x x rx x _ ^ _ _ _ _ _ x 388 
CTodit assistant . (financiai management). -_ ._L_l_;ir____L_-_i_ J___x_-_ 118 

cre^t, maMgery^Cfinracial ^management) ■ xi.ty _■■ x2xl“; J__'x fgS 

■, r . ■• •■• : ^itodlan ^''’(fcduse^epm^)^,7 j‘fx£€^LLrx'x_ JL*_' x'L x*i ilL“J--'lL‘‘''.— ' 666'. 

fv-'^x'-^^S'^'-^ii^d^chmciBi^^cUnical^iab^y^^S^S^ , 

' ■;'xVx.;:-:;:';-',xO^QTpqHENfl^^ _i:5L=-La-LrLL'2;i;- x,a i _ f2B6^ 

X!L4’PiC^>;f62L.'. 

;,::2XSis.xaBip^^2«ai^gTASr!i^ ; . 

__ ,. 
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Page 

dessert maker (dietetic) 846 

DIALYSIS TECHNICIAN (teehmcal ser.) 568 

diener (clinical lab.) 291 

dietetic aide (dietetic) 344 

DIETETIC CLERK (dietetic) 886 

DIETITIAN, ADMINISTRATIVE (dietetic) 324 

DIETITIAN, TEACHING (dietetic) . . _ . . . _ ___ _ _ _ _ _ _ 826 

DIETITIAN, THERAPEUTIC (dietetic) 828 

dieltal-computer pro^ramer (data processing') - - 69 

DINING SERVICE MANAGER (dietetic) ___ I 338 

DINING SERVICE WORKER (dietetic) 840 

DIRECTOR, CEiNTRAL SERVICE (cezitral ser.) . 282 

director, data processing (de.ta processing ) _________ _ _ _________ _ _ _ _ 59 

DIRECTOR, DENTAL SERVICES (dental) __ 302 

director, dietetics (dietetic) 821 

director, environmental services (housekeeping) _ ^ _ _ _ _ _ _ _ _ _ _ _ ^ ^ _ 662 

DIRECTOR, POOD SERVICE (dietetic) _ . _ _ _____ _ __ __ _ _ _ _ _ _ ^__ _ _ 321 

DmECTOR, HOUSBKBEPING SERVICES (housekeeping) 662 

director, laundry and linen (lauridry) ^ 874 

direetor, management engineering (executive) 37 

DIRECTOR, NURSING SERVICE : (nursing . Bor.) _ i _ _ _ _ _ _ _ _ -ci. 396 

director of admitting (flnanelal managem^^'^t) '_j_______.__i__ui.__i_ 102 

director of buildings and grounds (eng.-maln.) -.__-_-________uu-_i_ 698 

director of purchases (pur. & rec.) _ i _ _ _ u - u __ _ _ _ _ __ u _ _ _ _ ; 102 

director of radioisotope laboratoxy .(radl61o^— nuclear medicine) ^uu_’_ u5 611 
DIRECTOR OP RADIOLOGY (radiology) 492 

DIRECTOR OP STA^ Obi^LOPMBOT^^ Ser.) _ _ - _ _ = i ; 409 

DIRECTOR, dUTPATIBNT SERVICES (Outpatifflit) _ _ _ . 

DIBECTOB, PHARMACY SERVICES (phaimacy) il± u-- _- 
DIRECT0R, PLANT OPERATIONS u i u u _ v_ _„u l _ u _ u i 698 

DIBECTOR, PUBLIC RELATIONS (public relations) . u . _ i ■ 184‘ 

DIRECTOR, SCgoOL 05 NURSING (nuisfeg*^^^^ _ _ ^ 878 

director* iSOClAL.ijSERVIGBi (soclaiiiser.)^ri,'..i ■£%. _ u • ;■!? 621 

. P,rofiiCTpi^'>:SPEE<^ , AND,. HE'i^IN.G»(sppech%andrheuing) = ri:639 

DIBECTOR, ;TRAiNING PROGRAMS i (ttamlhg) . 1 i a- . uu. . : 206: 

DIRECTOR VOLUNTEER SERVICBS (vUluftteer:ser.) i .. . u : . i.: . - 

;discfi»rge: MdAiChbusekeepih : ur"3_ : 1 1-± 'i > 6B4-’ 

” ------ 

em 

■u-i: 449' 



_ . _ 431 

itil-’-l-i :?\-448 
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ekg tecluilclan Ctechnieal ser») j._ - B66 

ELECTRICAL repairman (eng.-main.) 608 

electrician, maintenance (eng.-main,) 608 

ELECTROCARDIOGRAPH TECHNICIAN (technical ser.) 566 

ELECTROENCEPHALOGRAPH TECHNICrAN (technical ser.) B68 

ELECTROMEDICAL-EQUIPMENT REPAIRMAN (eng.-maln.) 611 

ELEVATOR OPBRATOrt (enff.-main.) 618 

employees* physician (executive) , — ____________ — 40 

EMPLOYMENT MANAGER (personnel) 168 

ENGINEERING FOREMAN (enff.-main.) __________ .1. . 615 

equipmeht washer (clinical lab,) ________ ____i 271 

executive director (executive) 23 

executive housekeeper (housekeeping) 662 

oxecutive vice president (executive) _________ _____________ 28 

extractor MAN (laund^) 677 



■ ■ ; - . - : f _ 

: FILE CLERK (general clerical)_^______^ 

MLB CLERK, MEDICAL RECORDS (^dicml rec.y . _ _. 866 

fireman, stationary BOII^B <eng,-main.) 

flrst cook (Zetetic) 830 

flatwprk oatciier (laundry) _______________________________________ 679 

flatwoik feeder (laundry) 679 

PLATWbRE FINlSHBR (lauhdry) 679 

fla'^ork folder (lauridry) __.:___.-._.__r._________________;______.. 679 

. a iioner (ladlidiy) n vs 679 

‘ Rd6r-clerk‘lhutslng 

fluff-dry folder (laundry) = ^ > 691 

... food production manager (dietetic) 824 

FOOD PRODUCTION SUPERVISpR (dlefpttc) 830 

. . . . forelady, finlsld^. (laiindry) ,681 

foreman/ F mipHINGi|(laundjry) ^-.—^^ 

. <yr> .‘Ij.'--. 

^>r&;r^v,.■,i;;Jhaad?i*on^ . 
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health service physician (executive) 

hearing-test technician (speech & hearing) 

HEART-LUNG MACHINE OPERATOR (technical aer.) 

heating— equipment repairer ( i,:ng.-maln.) . 

HEMATOLOGIST (clinical lab.) .. i = . . . 

hematology technician (clinical lab.) ... 

HEMATOLOGY TECHNOLOGIST (clinical lab.) ^ 

HISTOLOGIC TECHNICIAN (clinical lab.) 

HISTOLOGIC TECHNOLOGIST (clinical lab.) 

HISTOPATHOLOGIST (clinical lab.) ... 

hlstopathology technologist (clinical lab.) 

hospital administrator (executive) 

HOSPITAL-ADMITTING CLERK (financial management) 

HOSPITAL GUIDE (financial Tnanagement) 

hospital maid (housekeeping) i_ 

hospital pharmacist (pharmacy) 

housekeeper (housekeeping) 

HOUSBKBEPING AIDE (housekeeping) 

HOUSEKEEPING ATTENDANT (housekeeping) 

HOUSBKBEPING CRBIY LEADER (housekeepiiag) 
HOUSEKEEPING SUPERVISOR (housekeeping) ... . . . . . 

houseman (housekeeping) ..... 

hygienist (dental) 

hyperbaric chamber technician (technical ser.) 

I ' 



Pase 

40 

647 

671 

601 

263 

276 

260 

268 

266 

269 

266 

28 

115 

117 

664 

446 

660 

664 

656 

65S 

660 

666 

810 

687 



INCINERATOR MAN (eng.-maln.) i 

INDUSTRIAL BNGINBER (executive) ..... 1 1 ] _ I ” ’ " ^ IIcII j 
mformatidn cleik : (general clerical) ______________ 

inhalation technician (technical ser.) _ _ _ _ ^ 

inhalation THERAPIST (techhieal aeiv) i. ^ 

inservlc#— education coordinator (nursing aer.) _ 

INSTRUCTOR, AJICILLAHY NURSING PERSONNEL (nursing ser.) 
INSTRUCTpR. NURSES, INSERVTCB (nursing ser.) 
iN^UEA^CK pLBBK (financial management) _ _ « _ _ . _ . _ , _ _ . . j _ _ 

TNTBRVIEWER (^^^^ __ . . . _ 

^^y,*^iGH"CONTBOL'_CLBRK ^' (financial managemerit) _ ."U., ^ I . _ _ . 



624 

87 

160 

674 

874 

409 

411 

413 

119 

170 

121 






JOB ANALYST;, (pewohWel) 172 

■ . v . _. ' xK: ’ - iwv /■ r,vgv.,-: 






key-piMch oiraRATO ..... . .i! .... 

kidney machma dperator . __ _C _ 668 



kitchen stewa^ (dietetic) 












^^42 



LABORATORY AIDE -(clinical lab,). : , ^ ^ 271 

laboratory assistant (clinical lab.) — - = - -.4-- — - — ^ . 276 







727 



laboratory attendant (clinical lab.) 

laboratory helper (clinical lab.) 

laboratory supervisor (clinical lab.) 

laryngolog'ist (speech and hearing) 

LiAUNDBY MANAGE3R (laundiy) 

lead houseman (housekeeping) 

lead programer (data processing) 

L.IBEARY ASSISTANT (medical library) 

LICENSED PRACTICAL NURSE (nursing ser.) .. 

licensed vocational nurse (nursing ser.) 

LINEN— ROOM AIDE (housekeeping) 

M 

machine maintenance man (ong.-mair.,) 
machine unit operator (data processing) __________ 

MAIL CLERK (general clerical) __ _________ 

maintenance clerk ( eng.-main. ) 

maintenance engineer (eng,— main.) ________________ 

MAINTENANCE FOREMAN (eng.-mam.) 
MAINTENANCE MAN HELPER (eng.-main.) ____ 

MAINTENANCE MECHANIC (eng.-main.) 

management analy'st 
management engineer 

manager, business office (flnanelal management) 
manager, cafeteria (dietetic) _ _ _ _ _ _ _ _ _ _ _ 1 _ _ _ _ 
MANAGER, CREDIT AND COLLECTION 
MANAGER, ELECTRONIC-DATA PROCESSING (data 
MANUAL-ARTS THERAPIST (P, M. & R.) 
MARKER-SORTER (laundry) 

mechanical handyman (eng.-main.) ^ 

medical bacteriologist (clinical lab.) .. .. 

medical director (executive) _ ^ _ 

MEDICAL ILLUSTRATOR (clinical lab.) _ . _ _ - _ 1 1 . _ _ . 
MEDICAL ASSISTANT (cliniaal lab.) 
.m'edical-iabbratoiy assistant (clinical labi^y^^ i,_ . _.i 

Medical LIBRAS library) 

MEDICAL PHOTOGRAPHER (clinical lab ) . _ . . _ _ 

MBDIGAL-^GOBD GLERK (medicM rea.) 
MBDICAL-REGORD librarian (medical rec.) _ . _ _ . . _ 
Mb^IGAL^RB^ORD' technician Xmedical^rec.) ' 
MEDICAL SECRETARY^, (general cleriegl) 

> MEDF^E (sen^^ 

medicallaupply plerV (central aer.) _ _ _ _ _ _ 

;:inedlcalAechW (clihical lab.) _ _ - _ _ _ ________ _ _ _ _ _ i _ _ _ 

f--MBDIGAL:^^Hl^pL^ra^(pli^ 

• medical ^technologist, biochemistry (clinical lab.) 

1 medical ; technologist, blood vbaiik ( clihical ; lab. ) ’ £ - . 

MEDICAL TECHNOLOGIST,^ CHIEF 
.'medical technologist, cytology itelirdc^ lab.),:?.-- ^ 



271 

271 
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541 




674 


= __ 


663 


^ _ 


72 




854 




416 




415 




662 




680 




84 




142 




606 




644 




626 




628 




680 




87 


= ' 


87 




100 




888 


. _ 


128 


r) 


60 




466 




688 




030 




286 


- 


32 




27 o 
2T6 




268 




S52 


, „ 


278 


■_ 


868 




.361 




870 


_* , 


144 


* ' ' ■ 


146 




285 




268 




?81 


_ ■ 


2B0 




253 




•288 


L, 
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Fa^ 

medical technologist, hematolog'y (clinical lab.) 260 

medical technologist, hlatolog'y (clinical lab.) 206 

medical technologist, microbiology (clinical lab.) 288 

medical technologist, aerology (clinical lab.) 205 

MEDICAL TRANSCBIPTIONIST (medical rec.) 872 

mender (housekeeping) 664 

MESSENGER (general clerical) 148 

methods analyst ( executive) 87 

methods analyst (data processtng) 81 

methods engineer (executive) 87 

MICROBIOLOGIST (clinical lab.) 286 

microbiology technician (clinical lab.) 276 

MICROBIOLOGY TECHNOLOGIST (clinical lab.) _ I’Ll’ . 288 

mimeograph operator (general clerical) 188 

MORGUE ATTENDANT (clinical lab.) 291 

multigraph operator (general clerical) 188 

MUSIC THERAPIST (P. M. & R.) 468 



N 

night watchman (eng.-maln.) 

nuclear laboratory technician, magna scanner (radiology— nuc. med.) 
nnelear laboratory technician, spectrometer (radiology— nue. mad.) _ 
NUCLEAR LABORATORY TBCHNOLOGIST SUPERVISOR 

(radiology— nuc. med.) 

NUCLEAR MEDICAL TBCHNOLOGIST (radlology-nue. med.) _ 

nurse aide (nursing ser.) 

NUBSB ANETHBTIST (anesthesiology) 

NURStt ANESTHETIST, CHiBF (aneBthesiology) _ _ _ _ _ _ _ .. ______ 

NURSE, HEAD (nursing ser.) 

NURSE, STAPjp (niirslug ser.) 

NURSE, SUPERYISOR (nursing ser.) !___ 

NURSE, supervisor, BTPENKNG OR NIGHT (nurs ting ser.) _ _ _ _ 

NURSING AIDE (nursing ser.) 

nursing assistant (nursing ser.) 

nursing assistant, maie (rinsing ser.) 

nuning station assistant (nursing ser.) 1_ !_ 



622 

517 

517 



514 

617 

417 

228 

226 

404 

407 

,400 

402 

417 

417 

410 

428 



-■ . , r'i ■ ■ -*■■■'- K'lv/V J 

occupational analyst (persohnel) _ _ ji. _ _ _ _i _ ' i72 

dCGUPATIONAL raERAPIST <P. M. & R.)' :2__ 476 

OGCUPATIONAL THERAPIST, UHIEP (PP M. & R ) ^ ^ _ P p _ _ _ 47b 

OCCUPAMpNAL THERAPY & R.) . _ . ..*j . . 476 

oi^ h^ienist (dtotal) aio 

: ORDERLY’^ ser.) ^ _ i . . : "‘■.-410 

ORTHOPEDIC- APPLIANCE-ANDiLiMB TECHNICIAN ' 

'■ ’ ■■ ■»_... . . _ _ ^ ^ Pl-i _ _PL ■-‘■'P- _ - ' '677 

OBTHOPBDIC-GAST. sEbGIALIST (t^%l^l ser^) _ ^ ^ . B79 

ORTHOPTIST (technlcftl'-Ber#)-;^ 681 

dTOL^RYNGpLOGIST (spe^hliild heanng) ' 641 



Fag# 

B74 
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oxygen-tlierapy technician (technical ser.) 



P 



pag^e (financial management) 

PAINTER. MAINTENANCE (eng.-maln.) 

painter and paper hanger ( eng .-main.) __________ 

PARKING-LOT ATTENDANT ( eng.-main.) ______ 

paetoral counselor (executive) 

pastry maker, (dietetic) 

PATHOLOGIST (clinical lab.) = 

PATIENT FOOD-SERVICE SUPERVISOR (dietetic) -- 
PATIENT FOOD-SERVICE WORKER (dietetic) 
patients’ accounts manager (financial management) 
patient 'teay-llne supervisor (dietetic) __ — 
patrolman (eng.-maln.) 

PAVROLL CLERK (financial management) 

pbx operator (communications) 

pbx supervisor (communications) ___________________ — ____ 

PERSONNEL ASSISTANT (personnel) 

PERSONNEL DIRECTOR (personnel) _ 

personnel monitor (radlolo^F— nuc, med.) ____________________ 

PHARMACIST (phannacy) ________________________________ 

pharmacy clerk-typist (pharmacy) __________________ ____, 

PHARMACY HELPER (pharmacy) 

PHYSIATRIST (P. M. & R.) 

PHYSICAL THBRAPIST (P. M. & B.) 

PHYSICAL THERAPIST, CHIEF (P. M. & B.) 

PHYSICAL THERAPY aide (P. M. & R.) 

PHYSICIAN^ BMPLOYBBS* HEALTH CLINIC (executive) . 
physiotherapist (P, M, & B.) _____________ ^ 

plant engineer (ehg.-malh.) __ _ _____* _ _ _ ______ ___ 

PLASTERER, MAINTENANCE (eng.-maln.) _ _ _ _ . _ _ _ . . _ _ _ . _ 

pleoptist (technical ser.) ___________ _____________ 

PLUMBBB, MAJNTENANCB (eng.-maln.) _ . _ _ . 

pppter (housekeeping) _ _ _ __________ _______ _ _ _ _ - ■ 

posting clerk (fi nan cial management) _ _ _ _ _ _ _ i - _ _ _ . 

pot! and pan r _ ^ _ _ _ . . _ _ . _ _ - _ _ _ _ _ _________ _ _ _ _ 

prepackage clerk (pharmacy) - _ - _ - _ ^ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ . 

presser ' (laundry) _ _ _ _ _ _____ ______ ^ 

P)^SSBE^'HAND; (Ihimdry) : 

PRESS OPERATOR (laundry) ^ . _ _ _ . _ _ . 

prlntiiig-card-punch , operator ^.,(da'l|^-^^ < _ _ _ _ _ _ _ ^ 

prdcedures'L analyst (data pro«ehsing)j i;,_ _ _ _ i. _ l _ _ _ . _ . 

PBOGRAMER (data n processing) 

PROHRAMER, j CHI^^. . ( data processing) < l _ _i’ ^ - - - - 

prophylactician .(dental) w-_ 

PROSTHETIST-ORTHOTIST (techidcal .ser.), . - A- - - - - - - - - 

PUBLIC INFORMATION SPECIALIST (public relations) 

EULMbNARY-FUNCridN TECHNICIAN (technical ser.) 
EURC^SmG AGENT (pur.' Ahd ric ^ . 



117 
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682 
_ 684 

SB 
882 
242 
842 
. 344 

128 
842 
622 
126 
48 
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174 
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502 
446 
440 
451 
457 
_ 477 
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_ w . es8 . 

_ fiie 
. TOO 
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RADIATION MONITOR (radiolog’y— nuc, med.) 602 

radioisotope laboratory supervisor (radiology— nuc. med.) 614 

radioisotope techmclan. (radiology— nuc. med.) 617 

radiological physicist (radiology— nuc. med.) 600 

RADIOLOGIC TECHNOLOGIST (radiology) - 606 

RADIOLOGIC TECHNOLOGIST, CHIEF (radiology) 608 

RADIOLOGIST (radiology) 496 

radiotherapy technician (technical aer.) 687 

receiving and delivery clerk (pur. and rec.) 196 

RECEPTIONIST (general clerical) IBO 

records clerk (personnel) 174 

RECREATIONAL THERAPIST (P. M. & R.) _ 485 

RECREATION DIRECTOR (nursing ed.) __________________________ 386 

REFRIGERATION MECHANIC (eng.-maln.) 641 

registered record librarian (medical rec.) 861 

repair mechanic (eng.-maln.) _______________ __________________ 680 

RESIDENCE DIRECTOR (nursing ed.) 387 

rhinologlst (speech and hearing) __________________________________ 641 

rbentgenologist • (radiology) 496 



S 

SALAD AND DESSERT PREPARER (dietetic) 846 

salad maker (dietetic) __________________________________________ 846 

sanitation supervisor (dietetic) _______________ ______ _ _ ___________ 342 

scrub technician (nuraing ser.) 421 

SEAMSTRESS (houBekeeping) - - ^ - _ - - _ - _ - _ _ _ _ ^ i. - _ . . _ ^ 664 

secretarial assistant ( executive) _________________ L _ 28 

SBCRBTARY (general clerical) _ _ _ _ _ _______ _ 1B2 

senior programer (data processing) 72 

SEBOLdGIST (clinical lab.) . . . I_ _ 1 ______ _ 298 

serology technician (clinical lab.) 276 

S^OL^GT TECHNOLOGIST (clinical lab.) ___ .. 

seiyer* cafeteria (dietetic) _ _ _ _ _ _ _ ^ _ . _ _ _ . _ _ _ " 340 ^ 

server, dining jropm (dietetic) _____ _______ _ _ __._ii.t___ _ ______ _ . _ _ _ 3403 

set^ce-car operator (eng.-main.) ______________________________ 613 

:i^AEBR.;;<Iaund^);' . . _ _____ - 689 i 

sbclal service: asslslant (aoclal'ser.) _ Li_ . _ _ B26 

S^^L WORK ASSISI^ ser.) . _ . _ . - i ^ i i . w . _ 526 

■ SOGlALi:WOBEEB,-*r ’MEDICAL' ' ('social ser.) ‘ i _ _ -'i ii; ii'i J;;-. i v_' " ' ■' 'B2S ‘ 
S^CIA;: WbREEB,i MlFGHIATRlC (social ser.) B31 

Si^IAL WORK SUPERVISOR (social ae«) _ . ;; i Lwii i Ji i. B33 

special r :policematt’';-(eng.-maini ^ ^ J i 'i'i’i i^i__ i'i'i* ’ _ i '.-■4 i-' ' 'i 622' 

SPEECH Al^b HEARING THBRAPIST^^sbeecb and hea™ B49 

■ / SPEECH :rc.LINlblA^;, 7 .(s^^^ hearing) 4'- -4 T- -'-4 BB2':- 

SPfiBGH PATHbLOGlST (spe&h' and hearing^ 4.: ;; ii 'BB4 * 

. Bpeech-itherapist -v ( speech i,4ndi ’hearing) ■ ’ ii-'i. i:;;''., vi- ii’l.-i i _ i' ' :■ ’ B62 • 

stoff anesttietlat (anesthe ology) . l 228 

" s'^ff-trainlng; '’Officer f '(training) '' . . i _ _ 4- f-J' 
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STATIONABY ENGINEBB (enff.-main.) - - -- - 

station mechanic ( eng.-maln.) 

STATISTICAL CLERK (personnel) ... 

steamfltter ( eng.-niain. ) 

steam presser (laundry) 

sterilizer (central aer.) ... 

STOCK CLERK (pur, and rec.) ... ...... 

stoker (eng’.-main.) ........ 

storekeeper (pur, and rec.) 

storekeeper assistant (pur. and rec.) 

storeroom clerk (dietetic) 

superintendent, plant operations ( engr.-maln.) ______ 

SUPERVISOB, COMPUTER OPERATIONS (data proceBsing). 
supervisor, data processing (data processing) _ _ 

supervisor, electronic-data processing (data processing) ^ 

SUPERVISOB, MACHINE-RECORDS UNIT (data proeeaslng) _ 

SUPERVISOR STOCK (pur, and rec,) 

supervisor, telephone and mail (communications) 

supply— room helper (central ser.) ._w_ _ 

SURGICAL TECHNICIAN (nursing ser.) 

switchboard operator (communications) ____________________ 

SYSTEMS ANALYST, DATA PROCESSINO (data processing) 
systems an a lyst, engineering (executive) 

TAB OPERATOR (data processing) : _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

tabulatlng-machiTie operator (data processing) 

tabulating supervisor (data processing) J.__ _________ 

tape handleL* (data processing) _ 

TELBPHONB OPERATOR (communications) _____________ I. _ _ 

TELEPHONE OPERATOR, CHIEF (communications) _ _ _ 

testbr helper (clinical lab.) 

THERAPY TBCHNICLAN (terfimcal ser.)— 

therapy technologist (techrilcal ser.) . 

thermb^ax opeintor (geneial clerical) . . _ _ ______ 

raEBMOGRAPH technician (technical ser.) . . . 

th^d par^ ofteer ; (flUahclal - m „ ^ ^ . 

tissue teclmician ( clinleal lab.) _____ .. . _ ^ ^ _ _ _ _ _ _ 

UsBue technologist ( clinic^ lab.) ^ - - . _ - - ___________ _ _ _ _ _ . _ _ 

fecamingitcobrdinator (ti-airiing) _ __,L _ _ ___^_ ___________ _______ 

TRi^aNE^ QPPICER (personael) V _ _ . . . . _ _ _ _ _ _ _ 

trhlning-vspecia (training) _ - - _ _ _ _ ^ _ _ _____ ______ 

TRANSCRIBIN^MACHINE OPERATOR (general clerical) _ . 

TBANSl^IWNiG HE^ (gwerW clerm 

teay assembler '(dietetic) _ _ _ _ . ______ _ _ . _ _ _ 

: rifoubletsKobteri^^ _ - _ _ - _ - _ - _______ _ _ _ J _ . - - - - - _ _ > - - 

TRUCK DRIVER: y (anjg.- mam .) _ ^ _ _ . _ _ _ _ _ . _ _ 

TUMBLER OPERATOR (laundrj-) ____L 

• TsrpisT;-:(geherai;ci^^^ - - — _ . _ . - : _ __ , 
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732 

typist supervisor (general elerical) - 

U 

unit manager (nursings ser«) 

urinalysis tuahnieian (cllnloal lab,) 

utility man <dietetia) 

utility manj laboratory (clinical lab,) 



3Pase 

166 



436 

260 

844 

271 



W 



WALli WASHER (housekaepln^) . _ _ _ . 
WARD CLiERK (nurBlns s«r.) _______ 

WARD SERVICE MANAGER (imrsing 
ward supervisor (nursing ser.) ________ 

warehouseman (pur. and rec.) 
warehouse manager (pur. and rec.) 

washer helper (laundry) 

WASHMAN (laundry) . _ .1 . _ . _ _ . . . . 

WASHROOM FOREMAN (laundry) . 
watchman (eng.-main.) 

WINDOW WASHER 



ser.) 



xeroK-maehine operator (general clerical) 
X-ray technologist (radiology) _________ 



€66 

428 

426 

426 

196 

198 

677 

698 
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138 

606 



yard laborer (eng.-main.) 
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FOR MORB IKFORMATIOH 

For more information on manpower programs and services in 
your area, contact your Regional Manpower Administrator at the 
address listed below or the nearest offlce of your State employment 
service. 



Locatioii 



States Served 



JobR Kennedy Massaabusatte 

Brnton* 2 Cms- 0220S ^aw KampshfM Rhode XiJand 

341 21 inth ATeRma ^mw j&mmr MawlToA Fu^ftoHloo 

Haw ifork* K.ir. 10001 Virsia Idsn A 

P«0. Roic 3T98 D^mwua MM^land PattaaFlvaslR 

^Uladalpbia# Pa* 19101 Vli^nla W^t Vl^date 

D*f A Ifaapoww Adififnfsteateg DlsWat ^ Oolmhia 

14th rad S HW* 

Waahla^aat P.CL 20004 

13?1 Paaeliteae Btzaett H& Alabama EloHiht Oaonata 

Aflaata, 80809 Mississippi Horth Carolina 

Soutt Ctooltna Tranassee 

219 Boath Rrarboro S Ueat Uiaobi Zadiama Miafafaan 

^^Umso* Ob 60304 Miaa^ote OUlo Wlsaoasla 

411Hs^ AJwd^ atr^ A^sasas JLcinisIraa HawM^eo 

PaUra^n.76201 pUatoiUL Tmm 

»il WalnMSteM ^ ^ MUmbtI 

^ caw., Mo. wioe^ ^ ^ ^ ^ ^ 







Collection Clerk 



240.388 



Financial Manaeeinent Oepartmant 



COLLECTION CLERK 

credit assistant 
JOB DUTIES 

Notlflea former patients or their representatives of delinquent hospital 
accounts and attempts to obtain payment by means of telephone or mail : 

Reviews delinquent accounts to ascertain such data as previous billing 
and collection act£ons taken, status and extent of insurance coverage, and 
number of payments delinquent, IVCalls collection letters and typed statements 
to former patients or their repreaentatives requesting payments. Telephones 
individuals who have not responded to collection letters, to secure pasrment, 
Exereising discretion and judgment, makes new Ananclal arrangements based 
on. information received. May check credit rating of individual twfore ar- 
ranging new credit plan. May interview hospital in-patients to make ar- 
rangements for payment on delinquent accounts. May arrange credit plans 
for patients being discharged from the hospital. Refers delinquent accounts 
to aupervlsor for further action when collection actions have proved un- 
successful. 

Records the collection action taken on individual accounts, such as date 
collection letter was mailed, number of payments received, and new credit 
arrangements. ^nswerB inquiries concerning credit and collection matters. 
May file claims In cases of bankruptcy and to estates of deceased patients 
for balance due hospital. Payments received are posted to patient’s account. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Account records, office supplies, telephone. 

EDUCATION, TRAINING, AND BXPERIENGB 

High school or commercial school graduation including courses in business 
English, typing, and shorthand, required by most employers. 

Experience in collection and clerical work required. Training in a hospital 
busliiess office or business organization fills this requirement for some em- 
ployers. Length of training In this case 'would vary from a few weeks to 
1 year depending on the size of the hospital. An experienced worker would 
normally require 2 weeks* instruction by the supervisor to learn collecUon 
proced'ures prescribed by hospital policy, 

WORKER TRAITS 

Aptitudem: Verbal ability is required in discussing financial and personal 
matters with patients or their representatives to he clearly understood. 
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Numerical ability is required in compiling or reviewing data relating to 
medical accounts and in figuring balances or making changes in credit ar- 
rangements. 

Clerical ability is required to post data to accounting records accurately 
and keep accounts according to hospital policies and procedures. 

Interesta .* A, preference for dealing with people in business situations, re- 
quiring communication with Individuals in eoUeetlon matters. 

TernperaTfients i Tact required for work situation that involves dealing 
with patients to Beeure payment of delinquent accounts, and evaluating of 
the individuars ability to pay, derived from information obtained either 
from patient or credit ratings. 

The worker must have a sens© of discipline to perform duties in accord- 
ance with prescribed collection methods and procedures, and hospital policy. 

Physical Demands and Working Conditions : Work is sedentary. 

Worker must be able to speak articulately and tactfully; speaking over 
the telephone to obtain information is an integral part of the Job. 

Good hearliig is required to absorb critical information, and instructions 
coneernlng accounts. 

Near-visual acuity is necessary for constant review of patient records 
and correspondence. 

Works Inside. 



SupCT^ised hy : MANAGER, CREDIT AND COLLECTIONS. 

Promoiio 7 h from: No formal line of promotion. 

Promotion to: Iday be promoted to klA-N^AGER, CREDIT A.IJD COL- 
LECTIONS. 



JOB BELATIONSHIPS 



Workers swpeTnjised: None. 



PROPESSIONAL AFPILIATIONS 



Hospital Pinanclal Management Association 
840 North Liake Shore Drive 
Chicago, 111. 60611 



ERIC 




Hospital^ Admitting Clerk 237«3B8 



Financial Management Department 



HOSPITAL-ADMITTING CLERK 



admitting clerk 
assistant admitting officer 

JOB DUTIES 

Interviews incoming patient or his representative^ records information 
required for admission^ and assigns patient to a room: 

InterviewB patient or his representative to obtain Identifying information, 
such as patient^B name, address, age, telephone number, and occupation ; 
peraons to notify in case of emergency; attending physieian; and individual 
or insurance company responsible for payment of hospital bllL Types such 
information on admitting forms and obtains patlent^s or rapresentatlve's 
signature. May prepare identification armband for patient. EKplains hos- 
pital regulations relative to visiting hours, charges, and payment of bills» 
May store patient^s valuables in hospital safe. Assigns patient to room or 
ward, based on nature of illness and type of accommodations available or 
requested^ Escorts or arranges to have patient escorted to appropriate room. 
Boutes admitting forms to appropriate department. 

Maintains index of assigned and vacant beds. May prepare dally census 
reports of hospital patients. Receives requests for accommodations and 
makes necessary preadmission arrangements. May arrange for transfer of 
patients to other accommodations. May answer Inquiries concerning condi- 
tion of patient in accordance with regulations governing divulgence of such 
information. May perforih routine typing and clerical duties. May compute 
bills of discharged patients and collect pa^tients. May perform duties of 
CASHIER and RECEPTIONIST. 



MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 



Admlttiiig forms, typewriter. 

EDUCATION, TRAINING, AND EXPERIENCE 



High school graduation with courses In English and typing required. 

Some experience as a receptionist Is preferred, however, most employers 
will accept an entry level applicant if he can type and shows an aptitude 
for dlerleal work. 

One to 2 mon’^s’ on-the-job training Is usually required to attain ade^ 
qua te job proficiency. 



ERIC 
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WORKER TRAITS 



Aptitudem: Verbal ability required to comprehend written instructions re- 
garding* admitting procedures and various hospital fornis and to mterview 
patients* 

Clerical ability required to avoid perceptual errore when completing in- 
surance forms a*id other documents, 

I^tteTBBtB* Preference for activities involving business contacts, to elicit 
and compile personal information for completing hospital forms. 

Preference for communication of ideas, to give Information to patients, 
medical personnel, insurance company representatives, and otlter interested 
parties. 

TmmpeTwmentB : Tact and understanding to deal with patients and medical 
personnel to admit hospital patients. 

Able to evaluate information against judgmental criteria Iri interviewing 
hospital patients. 

PhyBical Demands and Working Conditions: Work is sedentary. Reaching 
and handling are required to process various forme. 

Fingers keys of typewriter when typings 

Talking and hearing are required to interview patients. 

Near-visual acuity required to type and read forms. 

Works inside. 

JOB RELATIONSHIPS 

WorkeTs supervised: None. 

Superviaed by i A.DMITTTMQ OFFICER, ASSOCIATE ADMINISTRA- 
TOR, CONTROLLER, or BUSINESS OFFIOB MANAGER. 

PromQtwn from: No formal line of promotion. This may be an entry job. 

Promotwn to: No formal line of promotion. May be promoted to AD- 
MITTING OFFICER, 

PROFESSIONAL AFFILIATIONS 

None, 



Financial Manasemeitt Department 



Hospital Guide 355.878 



HOSPITAL GUIDE 

page 

JOB DUTIES 

Directs and escorts ineoming patients or visitors from hospital admittinff 
office or receptiori desk to designated area in hospital : 

Assists patients to prevent accidents by falling, or transports nonambula- 
tory patients, using wheelchair or stretcher. Carries patient’s luggage or 
other personal items. Performs similar duties when patient is being dis- 
charged from hospital. 

Delivers messages, documents, and other items from admitting office per- 
sonnel to departments within the hospital. May carry typewriterB, chairs, 
and other office equipment about the admitting office, or to other departments. 
May stock office supplies, copy various fornis for admitting office staff and 
prepare plates for admiittlng form headings. In smaller hospitals the duties 
of this job are usually performed by nurse aides, orderlies, or volunteer 
workers. May be designiited according to area assigned as Admitting Office 
Guide or Radiology Department Guide. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Wheelchair, stretcher, 

EDUCATION, TRAINING. AND EXPBRIBNCB 

Ability to follow oral and written instructions is required. High school 
graduation is preferred. 

Prior tMcperlence is not neceBBary. 

Usually 1 to 2 weeks’ on-the-job training is required to learn hospital 
admitting office procedures and to become familiar with physical locations 
in the hospital, 

WORKER TRAITS 

ApUtu^esi Verbal ability required to follow instructions in escorting pa- 
Uants to dasifnatad liospltml rooms. 

Eye-hand-foot coordination is required to push wheelchair or stretcher 
through hospital corridors and in and out of elevators without jarring tiie 
patient. 

iTiterBstB: Preference for routine^ orfaniTOd activi'Oes performed accord^ 

to pradeterminad hospital policies. 

Tmfnpmrafrmnts : Worker must adjust to performing routine, repetitive 
tasks under spfioiflc supervision, without independent judgment. 
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PhyBical DmnandB amd WoT^king CoTiditio^w : Work is medium. 

Worker is required to be on his feet most of the day. 

Assiate in lifting patients from stretcher or wheelchair to bed. 

Reaching and handling required to carry patient^s luggage and push 
wheelchair and stretcher when transporting patients to rooms. 

Depth perception and field of vision required to avoid collisions and hump- 
ing into things with the wheelchairs and stretchers. 

Works inside. 



Wc^rhe^B BUpervisedL: None. 

Supervised hy : ADMITTING OFFICER or by the head of department to 
which assigned, 

^ro?notfo^ from: No formal line of promotion. This may be an entry job. 
pTomotiou to : No formal line of promotion. 



JOB RELATIONSHIPS 



PROFESSIONAL AFFILIATIONS 



None 





Financial Manasoinent Department 



Insurance Clerk 



210.368 



INSUBANCE CLERK 

billing clerk, group insurance 
third party officer 

JOB DUTIES 

Verifies hospital coverage of insurance companies or agencies financing 
all or part of patient’s hospital care and computes hospital bill showing 
charges to he paid by the insuraTice company or agency : 

Reviews hospital admitting records of new patients to ascertain type of 
hospital coverage and financing agency (insurance company, government 
agency, or any agency financing part or all of patient’s bill). Records 
patient identification data (physician’s diagnosis, and agency information 
such as agency name, policy number, and name of policyholder) on as- 
signment forms and obtains signature of patient or responsible party. Con- 
tacts agency representative by telephone or letter to verify eoverage and 
obtain information regarding extent of agency benefits. Answers patients’ 
questions regarding statements and agency coverage. 

Computes hospital charges to be paid by the financing agency and the 
patient. Types and mails itemised statements or claims to financing agency 
for covered expenses. Malls statements to patients for remainder of charges 
not covered by financing agency. 

If there is delay in replying to statements, insurance clerk contacts 
nancing agency and patients by telephone to determine reason. Records re- 
sults of mail and telephone contacts on control cards. Refers hospital ac- 
count to credit department when aceount becomes delinquent or when unable 
to contact patient or responsible party. Types and malls correspondence. 
Prepares forms outlining hospital expenses for government, welfare, and 
other agencies paying bill of a specific patient. May receive payments; may 
post amounts to ledgers or refer these to accounts receivable section for 
posting. , 

May be lead worker and be classified as insurance supervisor. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Adding machine, calculating machine, insurance forms, medical records, 
office supplies, schedule of rates, telephone, and t^ewriter. 

EDUCATION, TRAINING, AND EXPERIENCE 

High school graduation Is required, with emphasis on commercial courBes, 
partieularly typing, bookkeeping, and English. 

Usually 6 months’ to 1 year’s experience in olerical work related to 
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health insurance is required. Some employers accept a general clerical back- 
ground without speciflc insurance experlenee. 

Usually 3 months' on-the-job training is required. 

WORKER TRAITS 

Aptitudes; Verbal ability la required to answer telephone, initiate corre- 
spondence, and understand medical and insurance terms. 

Numerical ability required to compute hospital accounts. 

Clerical perception required to avoid and detect elerlcal errors when com^ 
puting accounts. 

Motor coordination and finger dexterity required to operate the adding 
machine and typewriter. 

Interests; A preference for business contacta to conduct inquiries regard- 
ing policies and payment. 

A preference for activities that are routine and concrete such as comput- 
ing hospital bills, typing and mailing statements, and answering patients’ 
questions regarding statements and agency coverage. 

Tempera7nents ; A sense of discipline, since work requires adjusting to 
situations involving repetitive or short-cyele operations carried out accord- 
ing to established standards and procedures, to review patients' records and 
verify insurance coverage. 

Required to work closely with patientB and agency representatives, and 
with associates. 

PhpsicoX Detno,nd8 ttnd ^VorJcinff ConditioTts ; '^^ork is sedentary. 

Worker handles and fingers telephone, records, correspondence, and office 
equipment. 

Talking and hearing is essential when exchanging information with pa- 
tients, agency representatives, and staff members. 

Near-visual acuity required in fast and accurate copy of statistlca! and 
tabular material. 

Works inside. 



JOB RELATIONSHIPS 
Workera aupermsed; None. 

Supmrviaed 6p.- BUSINESS OFPIOE MANAGER, AOCOUNTANT, or 
MANAGER, CREDIT AND COLLECTION. 

Promatwn from: No formal line of promotion. May be an entey Job. 
Promotion to: No formal line of promotion. Promotion may bo trough 
increased supervisory duties. 

PROFESSIONAL APPILIATIONS 

Hospital Financial Management Association 
840 North Lake Shore Drive 
Chicago, 111. 60611 
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Financial Manasemient Department 



Invoice-Control Clerk S0D.4S8 



INVOICE-CONTROL CLERK 



aceounts-payable clerk 
JOB DUTIES 

Verifles accuracy of invoiceB from vendora for hospital purchases, pre- 
pares authorizations for disbursements, and performs related duties t 

Compares information on lirvoices with that on purchase orders and re- 
ceiving- reports to verify accuracy of charges. Veriflea price extensions on 
invoices, using calculating machine. Computes trade discounts, taxes, and 
net amounts payable. Confers with vendors and purchasing section personnel 
by telephone to reconcile any differences between invoices and purchase or- 
ders, Records code number on invoices to identify Bpeeiflc type of expendi- 
ture or chargeable department account, using coding manual. 

payable voucher showing information such as date, in- 
voice number, purchase order number, vendor account number, end depart- 
mental charge code. Submits voucher to supervisor for approval, or to data 
processing unit or other personnel for the preparation of a check for pay- 
ment to vendor. May type, checks payable to vendors. Keeps flies of vendor 
acsQunis, caneeled checks, and invoices. May keep record of petty cash fund 
used In paying freight charges and mlscellar.eous expenseB. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Adding machine, calculating machine, invoices, purchase orders, type- 
writer. » 



EDUCATION, TRAINING, AND EXPERIENCE 

High school graduation wlOi couraes in typing, bookkeeping, and other 
commercial subjects is required. One to 2 years* additional course work in 
accounting-bookkeeping at the business college level is highly desirable. 

Usuall jr at least 1 year of aecoiintin^bookjceepln^ eKperienoe is required. 

_ e-job traiiiixigf for 1 montlii given by the immediate supervisor* is 
requireo. 



WORKBR TBAITS 

■ 0 

Aptitudea: Numerical ability required to perform mentally rapid and ac- 
ourata arithmetio aomputatlons. 

Clerical abiUty required to detect and avoid errors in copying and com- 
putating flgrures. 

Motor coordination and Anger dexterity required to rapidly manipulate 
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keys of adding inachine and typewriter when copying data In tabulated 
form. 

Interests: A preference for routine and organized aetfvltleBj to follow de» 
flned procedures for processing accounts payable. 

Temperennents ! Worker must be able to adjust to carrying out duties 
under speciflc instructions. 

Must attain precise standards of accuracy when verifying statements. 

Physical Demands and 'Working Conditions: Work is sedentary. 

Worker frequently handles and Angers correspondence, records, and keys 
of adding machine and typewriter. 

Near-visual acuity required to read invoices, Journals, purchase orders, 
and other verbal and tabular material quicMy and aceuratelyr and to post 
Agures in small spaces. 

Works Inside. 



JOB RBLATIONSHIPS 



Workers supervised : None. 

Supervised by: BUSINESS OEFICB MANAGER or ACCOUNTANT. 
Promotion, from: No formal line of promotion. This may be an entry Job. 
Promotion to: No fonnal line of promotion. 



professional affiliations 

Hospital Financial Management Association 
840 North Lake Shore Drive 
Chleagc, 111. 60611 








Financial Management Department Manager, Credit and Collection 168,168 



MANAGER, CREDIT AND COLLECTION 



accounts manaser 
business accounts manager 
credit manager 
patients* accounts manager 

JOB DUTIES 



Directs and coordinates activities of personnel engaged in credit and col- 
lection functions of hospital : 

Interviews patients or responsible Individuals to arraiige methods of pay- 
naent or extension of credit. Secures information relative to patient’s finan- 
cial status, such as type of employment, salary, references, and financial 
obligations. Evaluates credit history and I'ietermines payment dates based on 
patient’s ability to pay and policy of hospital. Approves or disapproves ex- 
tensions of credit. May aecure assignment of heneflts in cases where patient 
carries insurance. May recommend other sources of credit, such as banks. 
Insurance companies, and credit unions to patients unable to establish hos- 
pital credit. May confer with representatives of various welfare agencies 
t© acquire information regarding financial assistance for patients unable to 
pay for hospital services. 

Collects accounts that are not paid in full at time of discharge or at 
promised date. Supervises naaillng of followup letters when statements do 
not bring response. Attempts to collect delinquent accounts himself or turns 
Bceounts over to attorney dr collection agency. Recommends to admlnistra- 
tive personnel cahcellation ' of accounts for hardship eases. May attempt to 
locate patients whose accounts are delinquent and who have moved without 
leaving forwarding address. May be reBponsibla for patient bllUng, par- 
ticularly in larger hospitals. 

Supervises and trains workers performing clerjcal tasks Incident to credit 
and colleotion. Initiates and answers pertinent correspondence. Prepares re- 
ports showing numbara and amounts of colleetlons, delinquent accounts, and 
related matters. May be representative for hospital in conferences of er edit 
' assdciationB^'\ y -^^y ' ^y"' ;y 

Participates in diseussion with other departmeht heads to resolve prob- 
lems encountered in collection function. Evaluates adequacy of collection 
procedures and recommend^ possible changes to management. Consults with 
management and initiates ehanges In credit procedures after approval. In 
some hospitals the duties of this Job may be combined with those of BUSI- 

^NEasoppiGB 

y f TQpLp. BQUIPMEIfT, ARb^ 

Reports Ai^^rk'scHedulesy - y; 
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EDUCATION DRAINING, AND EXPERIENCE 

Hig'h school graduation is required. Employers strongly prefer, and in 
some cases require, at least 2 years’ additional education in accounting or 
business administration. 

Two years’ experience in credit and collection work, preferably in a hos- 
pital or similar institution, is required. 

Worker usually receives from 3 to 6 months’ on-the-Job training to be- 
come famnjar with hospital policies and procedures. 

WORKER TRAITS 



Aptitudee.- Verbal ability required to discuss personal and financial mat- 
ters with patients and/or their representatives and to discuss hospital 
credit an< collection policies and procedurss with other hospital personnel. 
Numerical ability required to review statistical data on various financial 
records. 



Clerical ability required to detect arithmetical and accounting errors in 
hospital ~financlal records. 

InteTeBtsi A preference for business contacts. In discussing charges and 
financial arrangements with patients, members of family, and insurance 
company repFesentatives, 

A preference for pFestigious aetivitieB in order to direct Oie credit and 
collection processes, 

Temp&rantents .* V ersatillty to perform a variety of duties in planning ac- 
tivities, evaluating financial reBponsibllity of patients, scheduling workload, 
and reviewing and modifying procedures. 

Administrative ability to be able to direct credit and collection functions 
for the hospital as well as the varied activities of individual workers in the 
departaient. 

Must deal eflFectiyely with patients, insurazice company personnel, and wel- 
fare representatives in carrying out credit and collection procedures. 

Required to make decisions regarding credit and collection matters based 
on jud^nental criteria. 

Phystoal DefnaMda wiA WoThing ConditionB: W^ork is sedentary. VTorker 
is generally seated at desk during the dayj occasional standing and walking 
required. 

TalUng and hearing essential in conferring with patients, departmentyl 
personnel, and Insurance company repreBentatives, both in person and by 
telephone. 

Works inside. Worker usually has own office. May be frequently outdoors 
when coUeptlng aecounts in person. 



JOB RELATIONSHIPS 



yFdrhBTs/ 8uj^ GOLLEGTION CLBRKi may/ also supervise AC- 

COUNTS-RBCBIVASLB CLERK and INSURANCE CLERK. 

\Promotfpn /row j No formal line of prbm8tibn^ May he promoted from 
COLLBCTION CLERK or ACCOUNTS-RECBIVABLB CLERK 
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Promotion to: No form&l line of promotion. May te promoted to BUSl 
NESS OFFICE MANAGER or OONTROLLEB. 

PBOFESSIONAL APPILIATIONS 

Hospital Financial Management Association 
840 North Lake Shore Drive 
ChlcaiTOp 111. 60611 




Financial Management Department 



Payroll Clerk 215.488 



PAYROLL CLERK 

JOB DUTIES 

Computes wages of hospital empioyeeo and posts wage data on payroll 
records : 

Computes earings from timecards^ using adding or calculating machine. 
Operates posting machine to compute deductions^ such as income tax with- 
holdings social security payments, insurance, and hospital services charges 
incurred by employees. Posts net wages, hours worked, tax exemptions, and 
other data on payroll control sheet, master file cards, payroll distribution 
records, or timecards. Tranamits payroll records to tabulating section or 
to private . accounting firm for preparation of payroll checks. May prepare 
and issue payroll checks, using typewriter or checkwriting machine; or in- 
sert correct amount of cash in envelope marked for individual employee. 

Keeps monthly record of sick, vacation, and other leave accrued by em- 
ployees. Answers inquiries from employees concerning payroll deductions, 
wage rates, and vacation and sick leave balances. May keep records con- 
cerning employee retirement and insurance renewals and terminations, 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Calculating machine, employee records, office supplies, posting machine, 
typewriter. 



EDUCATION, TBAINING, AND EXPBBIBNCB 

High school graduation is required, including courses in bookkeeping, typ- 
ing, mathematics, and English. 

Usually 1 year of prior clerical or payroll experisnce is required. 

Worker receives about 1 monOi^s on-the-job training in hospital routine 
and procedurea. 

WORKER TRAITS 

Aptitudem: Numerical ability la required to perform arithmetic calcula- 
tions quickly and accurately. 

Clerical abillty~lB required to reco^ize pertinent details in tabular form, 
observe differences in copy, proofread nameB and numbers, and avoid per- 
ceptual ervora in computations. , 

Motor coordinatloii is required to eoordlhate eyes and fingers rapidly and 
"accuratoly when typing OTppetoting calculator,^^^^^^^^^^^^^^^^^^^^ 

f Finger dexterity . ' is required ito '^move fingers rapidly and aecurately when 
operattng typewiltor^and caloUlntor, . 
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Intereats: A preference for routine and organized work is required in 
order to compute earnings. 

2’empe'? a merits.* Ability to adjust to job situations which involve comput- 
ing and recording wage Information according to established standards and 
procedures, requiring little or no independent action or judgment. 

Physical Pemanda and Working Conditiona : Work is sedentary. 

Reaches for and handles records, correspondence, and telephone. Fingers 
ledger sheets, time cards, and typewriter and calculating machine keys. 

Near-visual acuity is required for almost constant review of records and 
in operating typewriter and calculator. 

Works inside. 



JOB BELATrONSHIPS 
Warkers supervised: None, 

Supervised by: BUSINESS OFFICE MANAGER or ACCOUNTANT. 
Promotion from: No formal line of promotion. This may he an entry Job. 
Promotion to: No formal line of promotion. Promotion, may be through 
addition of supervisory duties, 

PROFESSIONAL AFPILIATIONS 

Hospital Financial Management Association 
840 North L ak e Shore Drive 
Chicago, 111. 60611 




GENERAL, CLERICAL DEPARTMENT* 



ADDRESSING-MACHINE OPERATOR 
CLERK, GENERAL 
CLERK GENERAL OFFICE 
CLERK-TYPIST 

DUPLJCATING-MACHINE OPERATOR 

FILE CLERK 

MAIL CLERK 

MEDICAL SECRETARY 

MEDICAL STENOGRAPHER 

MESSENGER 

RECEPTIONIST 

SECRETARY 

TRANSCRIBING-MACHINB OPERATOR 
TRANSCRIBING OPERATOR, HEAD 
TYPIST 
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Addreasing-Machine Operator 234.582 



Clerical Department 



ADDBESSING-MACHINE OPERATOR 



JOB DUTIBS 

Operates machine to print names, addresaea, and code pumbera on items 
such as envelopes, newspapers, timecards, and hospital literature! 

Positions plates, stencils, or tapes In magazine of addressing machine, 
places articles to be addreBsed into loading rack, and inserts fll® trr.y’ under 
discharge ehiite of machine. Adjusts flow of ink and guides to fit slae of 
paper and sets stops and selectors using pliers and wrenches so that only 
certain plates will be printed. Asspmbles materials to be printed on i abl® of 
machine. Starts machine that automatically, feeds plates, stencijs^ or tapes 
through machine mechanism. Stops machine and removes flle tray contain- 
ing proeesaed plates. BundleB printed material. Records nunibor of items 
printed and processing time on work orders. 

Maintains plate flle and oporates embossing machine or tp-pe.^riter to 
make corrections, additions, and changes on plates. May type etatlstical lista 
of plate flies. 



MACHmES, TOOLS, EQUIPMENT, AND WORK AIDS 
AddL'essograph, emhossing machine, and materials to be addressed. 
BDUCATION, TRAINING. AND EXPERrENCB 



High school graduation preferred, including courses in typing. 

One to 8 months’ on-the-job training is given by a member the staff. 

WORKER TRAITS 



Aptitudes^ Verbal ability to perceive details listed on, jnforttiationel reQ- 
for conversion to addressing machine plates, and to uPderatand written 
or oral Instructions. 

Olerical ability to perceive errors in records : submitted, in completed ad- 
drasBpgraph plates, and in printed ihf oMaatlon - on forma and envelopes to 
be malldd, and to avoid etyors in alphabetical or departmental arrangetnent 
,, of platy flies. ^ 

Pinger dexterity la requlMd to flle thin, small plates qu>ekly» to sort and 
arrange bulletins, charts, . and correBppndence for stuffing apd mailing, and 
to manipulate keys on emboBslng machlhe, 

"" .Aitereets.*,: A preference for detail; w that involves operating mail room 



'.machiUhs and haUdUng paper fbfms'And p^ ^ 

T A ■ pf ef erehc# f of ' r.outitta A according to establish 
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Temperamenta : Satisfaction with routine work} work assignmente are re- 
petitive and carried out according' to set procedures that must meet estab- 
lished standards. 

Physical Demands and Workinff Conditions Work is lig'ht, 

Beaches for and handles a variety of records, cards, eorrespondence, and 
other papers. 

Near-visual acuity is required for embossing information on plastic plates 
anrl In filing plates. 

Works Inside, 

JOB RELATIONSHIPS 

WorksTs aupervised: None. 

SupeTnfismd by.’ Head of department to which assigned. 

PTonvotioTi fTom,; No formal line of promotion. This may be an entry job, 

PTom,otio7i. to No formal line of promotion. May be promoted to another 
clerical position for which ability is demonstrated, 

PROFESSIONAL AFFILIATIONS 

None. 



Clerical Department 



Clerk, General 209.B8S 



CLERK, GENERAL 

JOB DUTIES 

Performs a variety of routine clerical tasks that do not require knowledga 
of systems and procedures : 

A worker in this category spends the majority of time performing rou- 
tine, recordkeeping tasks, either by hand or with a typewriter. This is a 
beginning-level clerical Job, similar to that of CLERK-TYPIST, but without 
extensive typing requirements. The CLERK, GENERAL will work with 
various kinds of records, depending on the department to which he Is as- 
signed, but will usually perform a combination of the following or similar 
duties. 

Transfers Information from one record to another, such as writing pa- 
tient identification taken from medical records on the outside of file en- 
velopes or folders. Prepares lists of activities in the department, such as 
posting on a standardised form the names of patients admitted to the hos- 
pital, Cross-indexes documents and records by following a prescribed cod- 
ing system and copying information on file cards. Other duties include sort- 
ing requisiUons, invoices, census reports, and other records according to 
subject matter, and arranging them In alphabetical, numerical, or chrono- 
logical order. Froofreads work. 

Files old and new Tnaterlals, looks up information or retrieves materials 
from files as requested Maintains flies by making appropriate entries when 
materials are added on i '^oved, 

^ Answers telephone, takes and relays messages, makes appoinfanen'ta, and 
gives out limited factual Information. Stamps, sorts, and distributes mail. 

Operates dupUcatlng equipment | sorts and asiembles departmental bulle- 
tins; nad stuffs, addresseB, and stamps envelopes. 

• J^CHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

TypetTOiter, duplicaUng madunes, flies, and record office equipment and 
supplies, ^ 

BpuCAmdN, TRApaNG, AND EXPERIENCE 

2 High school or cominercial school ^aduation with courses in Q^lng and 
Ehglliih-re|C|uired;^^ ^ ^ 

Prevlons Mpeziehce is not required. 

From 1 to S mohthsti' oh-toe-Job ’ training, depending upoh compl^ri^ of 
duties.''' '"'CV ■ 
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WORKER TRAITS 

Aptitudma: Verbal abilitjr is necessary for reading comprehension in flling 
or when answering the telephone. 

Clerical perception is necessary to sort and fll# reports and records and 
to avoid errors in transposition when posting information from one record 
to another. 

Manual dexterity is iiecessary to operate office machinesi to stuflf and 
stamp envelopes, and to handle work aids such as handpunch and stapler, 

Intermsta: A preference for performing routine activities, involving 

hospital reports and records such as copying material on the typewriter, 
flling, and posting information, 

Ternperamentar Suited to preparing records, flies, and reports in repeti- 
tive and short-cycle operations. 

Works under close supervision. 

PhymcaX Demands and^ Workinff Coruiitiona s Work is sedentary. Most of 
time is spent at a desk. 

Reaching, handling, and fln^ring are necessary when typing and flling. 

Near-visual acuity to avoid perceptual errors when posting data and 




JOB RELATIONSHIPS 



W^rkere eupervtaedt No'nm, 

Supervised hyt Head of department where Job is performed. May be su- 
parvised by a senior olorleal worker. 

PrwnMtwn from; This is usually an entey Job. 

Prdhmftton to; CLERK, GENERAL OFFICE or other clerical position for 
whleh abiL’ty is demohstratodr; — ^ 

PROFESSIONAL AFFILIATIONS' 



None. 



Clerical Department 



Clerk, General Office 219.388 



CLERK, GENERAL OFFICE 

administrative clerk 
JOB DUTIES 



Performs variotis responsible clerical tasks, under general supervlaion, 
utilizing knowledge of office systems and procedures, 'lospltal regnilations, 
and interdepartBflental functions: 

A position of tbia kind can be dlstlngiiished from other or lower classi- 
fications in the clerical field by the variety of specialized duties perforined, 
and the use of judgment in Making decisions according to established proce- 
j dures and regulations. Althou^ guidelines exist, the CLERK, GENERAL 

f OFFICE is expected to apply independently general instructions to specific 

I problemSi This often requires the development of individual work proce- 

dures and routines. The range of specialized responsibilities will vary ac- 
cording to the hospital department to which worker is assigned, hut will 
usually consist of a combination of the following or similar duties : 

Compiles and prepares periodic records and reports, types technical manu- 
scripts, hudget reports, and other materials from rough draft | and classifles 
and files correspondence and records. Performa minor hookkeeping and ac- 
counting functions such as posting Information and verifying accuracy of 
invoiees, requisitions, budget reports, inventory records, and payroU data. 

Takes dictation. Opens, routes, or answers routine corfesporidence. An- 
B'vTOrs telephone and gives nonmedical information. May perform as a SEO- 
EBTARY._ . 

Occasionally Operates duplicating and other office machines. 




MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

^ office equlp- 

TRAINING, AND BXPBRIBNU 




- ; . /High school or commercial school graduaticna with courses in typing, busi- j 

required. A eodfse in medical ter mlnolo^ is I 

V-..4_--sirabief-j/'^ _v- 

' ainlngjdepehffihg'pn^epmpl^ of duties 

- • and teclinicality of terms used.,' , ; 




186 



j 

i 

I 

WOBKEB TBAITS | 

Aptitudes: Verbal ability is necessary to understand department bulletins | 

and documents 5 and to consult with various staft' members within the de- j 

partment and throughout the hospital, I 

Numerical ability is necessary to quickly detect computational errors or I 

mconslstencles in statistical reports. 

Clerical perception is necessary to proofread typewritten reports, to cross- ! 

index and file various documents and correspondence, and to avoid errors of 
transposition when posting information to various records and reports. 

Form perception is necessary to interpret shorthand symbols. 

Manual dexterity is necessary to operate a variety of office machines, ^ 

Interests: A preference for contacts with people, whether In person, by j 

telephone, or by correspondence, i 

A preforenee for routine activltieB in preparing rnports and correspond- 
ence. I 

Teniper aments ; Adaptability to plan and carry through a complete cycle 
of activities. i 

Physical Dentands and 'Working Conditions .• This is light work. 

Reaching, handling, and fingering are necessary for operating office ma- 
chines or handling records and files. 

Near-visual acuity to proofread transcript and statistical and technical 
documents. 




JOB EBLATIONSHIPS 
'Worhevs supervised: None. 

Supervised by: Head of department where job is performed. 

Promotion from: No formal line of promotion. May be promoted from a 
subordinate clerical Job. 

jProwo Wow fo.' No formal line of promotion. May be promoted to SHO- 
RETAEY or other clerical job for which ability is demonstrated, 

PBOPESSIONAL. APFILIA.TlbNS 

None. 



I 




Clerical Departmeiit 



Clerk-Typist 209.3S8 



CLERK-TYPIST 



ERIC 



JOB DUTIES 

forms, reports, and cards from rough draft and corrected 

Bendi« and reports I and performs general elerical work de- 

pandmg upon departanant to whieh aBsigfned ^ 

t^es reports, bills, application forms, and other matter 
records. Posts medical, surgical, clinical, and other pertinent 
chlr^ f h” medical and laboratory reports to permanent record. Closes 

H"h if dismissed patients by transferring medical diagnoses and dates of 
discharge to face sheet. Searches flies to obtain recordB and reports Tynes 
transc^fl?^^”®®* medical and surreal reports baaed on information fSm 
record” birth”anddeat^^ drafts. Prepares tables, index cards, case 

^ f* J stencils on typewriter and may operate various 

duphoatang machines. May sort and dlstrlbuta mailf May operate 

^phone switchboard. Performs a variety of related clerical duttes wheM 
^mg IS a primary requisite. auraos wnera 

machines, TOOUS, EQUIPMENT, AND WORK AIDS 

duplicatin,. 

EDUCATION^ TRAINING,^ND EXPERIENCE^^ 

graduation witk^^e Igrping and 

diifiea” 5 ® montaa en-the-job training depending upon complexitv of 

duties and degree of teehnicallty of lanOTag^^^^ 

^ • and spell- 

^N^erial .biltty „ nece...ry to taljy and comp^ varion. .^^ 

to Proo^ «corda, to nroiB. 

‘n Sin”- l““* ‘*®^“W«“t« and eoTreapondence, and to avoid eiroTB 

‘^"nation to 

ta^aiS'toS^nt’.ni? flnsar <leatority are n«»ua,7 for typ. 
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Intrnrmta: A preference for performing routine activities, which are con- 
cerned with hospital reports and records, such as copying material on the 
typewriter, flling, and posting information. 

Temperaments : Suited to the preparation of records, flies, and reports in 
repetitive and Bhort-cycle operations. 

Works under close supervision. 

Physical Demanda and Working Conditions: Work is sedentary. Most of 
time is spent at a desk. 

Reaching, handling, and Angering are necessary when typing and flling. 

Near-visual acuity to avoid perceptual errors when posting data and proof- 
reading transcripts. 

Hearing, when listening to transcribing machine. 

Works inside. 



JOB RELATIONSHIFS 
Workmrs supervised: None. 

Supervised by: Read of department where Job is performed. May be su- 
perviBed by a senior clerical worker. 

Promotion from: No formal line of promotion. This may be an entry Job. 
Promotion tcJ: May be - promoted to SECRETARY, STENOGRAPHER 
or other cLerlcal position for which ability Is demonstrated. 

PBOPESSldNAL, APPILIATIONS 

None. 
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Clerical Department 



^fiicatlng’-Machine Operator 1 207.884 

Duplicating-Machine Operator II 207.782 
Duplicating-Machine Operator III 207.782 
Duplicating-Machine Operator IV 207.885 



DUPLICATING-MACHINE OPERATOR 

ditto-machine operator 
mimeograph operator 
multigraph operator 
thermofax operator 
xerox-machine operator 

JOB DUTIBS 

Operates one or more of the various types of duplicating machines to 
reproduce handwritten or tarpewrltten materials : 

Reviews work order to determine number of copies, type of master copy 
to use, color, size, and weight of paper required. According to type of dupli- 
cating machine to be used, prepares master copy and the machine by ad- 
justing controls for speed, size of paper, number of copies, and if necessary, 
flow of ink. Fositions master copy, places blank paper on loading tray, and 
starts machine that automatically feeds paper. Observes operation and copy 
for signs of jamming, skipping, or misprinting. Removes flnished material 
from discharge hopper. 

Prepares invoices showing quantity of paper stock used, type of work 
performed, and time spent on each work order. Orders supplies. 

May operate other machines such as collator, paper cutter, or hold puncher. 

May clean and repair machine. 

May be designated by trade name of machine operated such as Ditto- 
Machine Operatorr Mimeograph Operator r Multigraph Operatori Thermofax 
Operator ; or Xerox- Machine Operator, 

MACHINES, TOOtiS, EQUIPMENT, AND WORK AIDS 

Dupllea'ttag machine, master copies, and paper stock. 

Hisb school jgraduatlon Is usuaUy required, but the equivalent in educa- 
tton plus experience Is acceptable by some employerB, 

An average of 8 to 4 weeks* break-lh tim 

WORkBR TBAITS 

, : Form perception Os ; requii‘edf>to detect biurririg, smears, blots, 

and flaws on maBtor, copy, or printed mateMal. , . Vi 

^ V' ■ V::' 



Clerical perceptiora is required to proofread and correct errors in master 
copy. 

Manual dexterity is required for adjufiting machine controls and handling 
paper. 

Interestm: A preference for activities that deal with handling things and 
objects such as copying machines, paper stock, and master copies. 

Temperaments; Ability to evaluate work performed against veriflable cri- 
teria such as work orders, master copies, and sample forms. 

Physical DemandB and Working Conditions t This is light work. 

Lifting and carrying paper stock usually weighing no more than 10 to 
16 pounds. 

Beaching for and handling paper and work orders. 

Fingering machine controls. 

Near- visual acuity to detect errors In printing. 

Works inside. 

JOB RELATIONSHIPS 

Workers aupervised: None. 

fey .■ Head of department to which assigned. 

Promotutn from; No formal line of promotion. May be an entry job. 

Promotion to: No formal line of promotion. May be promoted to other 
clerical position for which ability is demonstrated. 

PROrBSSlONAL AFFILIATIONS 

None. 



Clerical Department 



File Clerk I 206.888 



i 

i 

i 



FILES CLERK 



JOB DUTIES 

Files corFespondence, invoices, cards, or other recordB, in prescFibed man- 
ner, depending upon the department to which assigned: 

Beads incoming material and sorts according to particular file system in 
use by department. Classifles and cross-indexes materials according to a 
standardised coding chart and labeta folder or envelopes wltti specified iden- 
tification data either by hand or using a typewriter. Places materials In 
file cabinet, drawers, boxes, or in special filing cases. 

Locates and removes requested information. Keeps records of materials 
removed, stamps materials received, and traces missing records by searching 
files or contacting person to whom record is assl^ed. May enter data on 
records. 

May clear files at designated intervals under tiie direction of a supervisor. 

Few departments in most hospitals accumulate sufficient volume to sus- 
tain specialized, routine filing on a full-time basis. For this reason, other 
clerical workers do the filing for their departments in addition to their other 
responsmilitles. A number of these filing jobs filled by part-time work- 
ers and students. 

See also FILE CLERK, Medical Becords Department. 



MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Typewriter, records, flleB, 

EDUCATION, T^AlNINGi AND BXPBBIBNCE 

High school or cbmmercl school gradiiation -mth some business traimng 

prsfarred. 

Employers wtli accept applicants without (^perienM^^ 

Up to 3 monthsV bn-toe-Jpb traiW in nact details ^ filing systems and 

procedures, - 



WOBKEB TBAITS 



^ ^ * required f or readingv coniprehenslon in order 

to subject for identification and clastificatioh of filing 

matyrlals. 

perception is required to perceive diffenrices in copy, to proof- 
z^ad. words and numters, and to avoid percaptual errors | also In lociitlnf 

numbers in Ind^ files, in retrieving records, and refiling in cor- 
rect order. 




3 
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Finger dexterity is required to move fingers rapidly in cheoking and filing 
index cards and records. 

Color diacrlmination is required if color-ooding systein. la uaed. 

Inteire^ts : A. preference for organized and routine activities, 

FempeTamenta ^ Adaptability to routine | Job Is niarked by repetitive filing 
operations, under speeifle Instructions, and carried out according to eatab- 
lished coding and filing systenis. 

JPhyaical Demanda find 'WoTHing Cond^tionai This work la light. There is 
some walking and standing, 



Handling, reaching, and fingering Involved in processing Index cards and 
record files. 

Works inside. 



JOB BELATIONSHIPS 



Worftera svLpemiaadt None. 

Superviaed by: Head of department in which Job is performed, or senior 
clerical worker, 

Promotion from: No fomial line of promotion. This is an entry Job. 
Promotion to: No formal line of promotion. May be promoted to oHier 
clerical Job for which ability Is demonstrated. 



Nona. 



PBOPBSSIONAL APPILIATIONS 
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Clerical Department 



Mail Clerk 231.5S8 



MAIL CLERK 

JOB DUTIES 

ReeeiveB, sorts, opens, and distributes incoming mall and Interoffice cor- 
respondence; dispatches outgoing mail and performs simple clerical duties: 
Opens and sorts Incoming and interoffice mail aecordlng to department or 
individual addressee. Delivers mall to designated individuals or stations. 
Readdresses mail to former patients. Weighs outgoing mail and affixes re- 
quired postage to letters and parcelB, using postage metering machine. May 
use automatic enyelope sealing-and-stamplng machine. Bundles outgoing hulk 
mail according to city or locale and places mall in sacks for pickup. Visits 
various hospital, departments and floors on regularly scheduled rounds to 
pick up outgoing and Interoftc*: mail. 

Keeps files of home addresses of present and fornaer patients. Keeps rec- 
ords of postage charges for billing purposes. Records cash receipts from 
prepaid postage and stamp maehine sales. Maintains a petty cash fund and 
supply of postage stamps to sell for the convenience of hospital patients or 
employees. Keeps records of registered mail. 

Sorts reports and test results from hospital departments, such as labora- 
tory. X-ray, and technical services, aecordlng to name of individual medical 
staff member." Inserts rep prts Into preaddressed envelopes and mails. Orders 
supplies of preaddressed envelopes as needed. 

May be hired on part-time basis, and be responsible only for patients* 
mall, 

MAGHINBS, TOOLS, EQUIPMENT, AND WORK AIDS 
Various ts^^s of mallroom equipment. 



I y A high sehobi educaUbh ia preferred but some employers will allow 11 m- 

^Tw 0 : ta 4 wdi^s* bn-the-job V for the worker to attain 

inyoives learning hospital stations 

y ,y. y y'yy\.Xyy ^ W - 

Aptity^Bm ^ ; Vwbal jabflity, required to .read ' names and addresses on mail 
and ta.understahd postal regulations and verbal job instruetidns. 

Clerical perception is required to avoid errors -in sorting, de- 

llverliigp-and hftaihg postage to mail and routing mall to patlenta* rooms. 
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Motor coordination is required to rapidljr and accurately sort mail. 

Interesig: A preference for the handling of thing^e and objects, to sort 
and deliver mall. 

A preference for routine and organized activities, to follow and comply 
with detailed procedures outlining the methods of sorting, packaging, and 
routing mail for hospital patients, 

T etnper aments r Suitability to sort, route, and deliver mail in accordance 
'with hospital procedures. 

Follows speciflc Instructions in regard to methods of sorting, packaging, 
and routing mall. 

Physical Demands and "WoThing Conditions i This work is light. Standing 
and walking to sort and deliver mall. 

Pushes filled mallcart through hospital to various stations. 

Heaching for, and handling mail to sort, stamp, and deliver it. 

bfear-vlsual acuity and accommodation required to accurately read names 
and addresses. 

Works inside. 



JOB RELATIONSHIPS 



WorleeTS supervised: "NorLm. 

Supervised by : Head of department in which Job is performed, 

ProTnotioh frorn; No formal line of promotion. This may be an entry Job. 
to .• No formal line of promotion. 

PROFESSIONAL AEFILIATIONS 



None. 
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Clerieal Department 



Medical SeeretarF 201.368 



MEDICAL SECRETARY 

JOB DUTIES 



Preparea case historloB, medical recordB, and reports | utilizes knowledge 
of medical terminology i and performs general clerical work to relieve med- 
ical, professional, and technical personnel of minor administrative and busi- 
ness detail: 

May be assigned in the medical records or clerical depar foment or directly 
to a departaaent head. 

Transcrihes dictation, taken in shorthand or from recording machine, into 
typewritten records such as patient risumds,. surgical-procedure documents, 
and miscellaneous correspondence i types special records, reports, and min- 
utes of staff conferences from rough draft, DuplicaMB repdrts, letters, and 
other documents, using copying equipment, and mails ^ or distributes copies 
'mthln organization and to outside agencies, , Composes and types routine 
correspondence. 

Maintains medical and admiriistratlve files, cross-indexing according to 
numerical, alphabetical, or coding systems., Sorts records; enters prescribed 
data on file cards or pertiherit documehts; and prepares periodic reports on 
various medical or administrative activities, such as number and types of 
eases treated, budget expeudltures, and personnel actlotts. 

May act as SECRETARY in particular department, pertonnlng such du- 
ties as i Scheduling appointments ; and greeting and routing visitors ; answer- 
ing telephone and giving factual information according to nature of questions 
and '^thin guidelines of hospital regulations, or referring major ad- 
ministrative 'or technical questions to appropriate officials ; opening and 
distributing mall; making travel arrangements for staff ; typing confidential 
correspondence and reports; and, maintaining department library, May su- 
--■-pervise clerical" wo Aers. - . 



MACmNBS, TOOLS, BQUIPMErra, A 

^Copl^ng equipment ; recording or ' trahscriblng machine ; other standard 
“OTice machines, such as ty^ew . ter, adding machine, and calculatbr. 

EDUCATION, TB^NINQ, 

Graduation-,, .from high, school plus 1 year of busmess school, with em- 
phasis on medical terminolo^'ds preferred. 

One to 8 yehrsV foOitor. ex^^^ as a MEDICAL STENOORAFEER 
or MEDICAL SECRETARY is preferred. 

,^' AppTOximatoly 6 monWaltpmtii^ job tyaining is usually pro\^ 
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WORKER TRAITS 



Aptitudes: Verbal ability is required to understand medical terminolo^, 
prepare reports^ and to answer inquiries. 

Clerical perception is needed to proofread typewritten records and to ac- 
curately identify numbers, letters, and words when cross-indexing and flllng 
medical records and reports. 

Form perception is needed if shorthand is used, to perceive minor dlflfer- 
ences in shape and size of symbols. 

Motor coordination and finger dexterity required to operate typewriter, 
other office machines and equipment. 

InteTests : A preference for routine, organized activities having to do with 
scientific and technical subjects as well as business matters, 

A preference for contacts with people and the co mm unication of ideas, 
both requiring considerable tact and diplomacy. 

Temperaments: Job Involves variety and change, from typing technical 
reports to performing filing duties. 

Ability to prepare ease histories, reports, and records accurately and ac- 
cording to s^ndard formats. 

Physical Demands and Wording ConeMtiona,* Work is sedenta^. 

Reaching^ handling, and fingering are necessary to operate recording ma- 
chine, typewriter, and other office machines. 

Good hearing is required for taking dictation person-to-person and lis- 
tening to dictation from a machine. 

Near-visual acuity to proofread typescript, and flexibility of vision to ad- 
just from copy niaterial to ‘printed fqrnis and other reobrdSi. 

Works inside. / , 

JOB RELATIONSHIPS 



Workcri'^pertrtsed.- May supervise one or more MBDICALi STENOG- 
RAPHERS and other clerical personnel. 

jffttperniwed ftp.* Head of depaf toien t in which Job Is perf 
J*ronmtisn /rqin ; No formal line of prcsmotlon. 

PromottOM ty.vvNo ifornaal, line of promotion.' May be promoted to AD- 
MINISTRATIVE S^^ 

American Re^^stry of Medical Assistants and Medieal Sewetaries 
Pdeh Offlce Bdx 601 
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Clerical Department 



Medical Stenographer S02.3S8 



MEDICAL STEKOGRAPHER 

JOB DUTIES 

Takes dictation for correspondence, reports, and other matter from med- 
ical and technical personnel, and transcribes dictated material using' a type- 
writer: 

May use shorthand, a stenotype machine, or transcribe information from 
sound recordings. Proofreads typewritten material to verify typographic 
accuracy and coherence of content, using knowledge of medical terminology 
and referring to medical dictionaries or other ref eronces when necessary. 
Prepares Ale folders, hies duplicate corfespondence and reports, and per- 
forms related clerical tasks as Indicated in recorded instructions or accord- 
ing to established procedures, Kw patients’ flies for accuracy and com- 
pleteness of entries, and notifles person responsible to secure corrections or 
additions. 

Classifles technical material, using indexing system or coding charts, and 
copies indices and other data such as patient , identifleation and dlagpmsis, 
on departnientai records ^ pfp^ddcrpssdndex of m^icgl flleB^ 

May tabulate statistical fepbfts ' using adding machine. May dnswer, tele- 
phone and give routine Information. May duplicate documents and forms, 
using photocopy machine^ and . mail,, copies to outside individuals or agencies. 

Adding, photocopy, recording; machines, and typewriter. 

• EDUCATION, TRAINING, AND^ EXPERIENCE ; , 



: : High school ' graduation and 1', year of husiness , school, with emph asls on 
medical terminology tequired. B^eflence’ preferred but ^^^^n mandatbry. 

‘Oneto6mbnths’on-the-Jbb,trainmg.; 



s • ■ r'?.' 'V ' 



WORKER TRAITS 



;::0'fer5 = 



abiill^ te^ Undentand ; medical terminology, 

'rules of gpamtnar a^ _ ‘ 

•WrClerieal:perceptiomis needed;to probfreadr^plng and to accurately, identify 
numbers^' letters, randlf^fds whentefpss-ihd^lngj and fllln^ records. 

: Mptpr^^cpbrdlnattbn^and; flngb^^^^^^ 

machine, recording. machine, and, '^pe'WTlter. . . ^ 

/ht^eafs:. A ,preference for routine and organized activltaes to facilitate 
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A preferende for Bclentlfid and tedhnieal aotivities to adapt to work with 
medical case histories, records, and reports, 

TBmpBrcL'tn^nts i Must be able to work in short-cycle operations carried 
out according- to set procedures and sequences; and to maintain precise 
standards of accuracy. 

Physical Pemands and Working Conditions i “Work is sedentary. 

Beaching, handling, and Angering to operate adding and recording machines 
and typewriter. 

Good hearing is important since accurate typing is dependent on hearing 
dictation accurately. 

Near-visual acuity to proofread typescript, and Aexibility to adjust vision 
from copy material to printed forms in typewriter and other records. 

Works inside, 

JOB RELATIONSHIPS 



Worh^s aupertnaed i Noiim, 

Supervised byi SIEDICAL SECRBTABY or head of, department in 
which Job is performed. 

Promotion from t No tOTmal line of promotion. This may be an entry 
Job. --- 

Promotion to f MEDICAL SBOBETABY, or o^her seniomlerlcal position. 

PROB'BSSIONAL APPILI,^I 0 NS 



None. 
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C'ericml Departnient 



MessengeF 280.878 



MESSENGER 



O 

ERIC 



JOB DUTIES 

f . 

Delivei'8 oifd©ra, fnesBagea, medical records, reports, and supplies among 
offlcea and departtnentB in the hospital, using a pushcart or in a small 
motorised carrier: 

Delivers order slips to designated departments, picks up articles or sup- 
plles ^ and returnB to offlces and departmehts according to an established 
prioritjr. EreQuently responds to calls for delivery of emergeiicy supplies. 

May keep log of items received and delivered and may obtain receipts for 
articles delivered. 

Performs errands and simple clerical duties. Picks up and sorts letters, 
messages, packages, records, Interofflce memoranda," and other Items, and 
delivers them to various offlces and departments. Runs errands for patlentB 
or hospital staflF, making trips to and from outside establishmehtB to 
deliver and obtain messages and small articles. May mail outgoing letters 
and packages, operatlhg automatic stamping machine, weighing and stamp- 
ing heavy mail, and keeping records of envelopes and stamps in stock. 

May escort newly admitted patients to their rooms, discharged patients to 
hospital exits, or patients to clinics and other areas for appointments. = 
Performs a variety of related tasks, such as cleaning office machines 
and assisting la stockroom or file room. : 

Driver's license may be required to drive car or light truck for pickup 
and delivery. ^ 

■ ■ i 

MACHmES, TOOLS, EQUIPMENT^ AND WORK AIDS j 

Pushcarts, motorized carrier, mall stamping and weighing equipment. 

EDUCATION, TRAINING, AND BXPERIENCB 



Usually completion of eighth gx'ade witii so^ne high school edu cation is 
desirable. No specific courses are required. s. 

Experience is not required. Worker may learn duties in brief, on-tiie-job 
training. 

WORKER TRAITS 

Apmadrns^ Verbal ability is required, to understand oral instructions. 

Clerical ; perception is required in raading orders to assure that supplies 
and records are delivered^^^ to the proper department or unit of the hospitaL 

Manual dekterl^ and motor coordination required to operate motorized 
carrier and handle suppUeB. 
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IntBTeats: A preference for routine, organized activities involving contact 
with people, especially when making deliveries and running errands. 

TampeTumertts : Job involves a variety of duties with frequent changes 
and some personal contact with patients and hospital staff members. 

Physical Demanda and Working Conditions : Work is light. 

Standing and walking moat of the workday. 



Kandling office materials and equipment. 

Most of the duties are performed Inside but may make occasional trips 
to outside establishments. 



JOB BBLATIONSHIPS 
Workera aupervisad: None. 

Supervised by: Head of department in which job is performed. 

Promotion from: No formal line of promotion, 'j.his is usually an entry job. 
■ProTnotton to .* No formal line of promotion. 

PROFESSIONAL, AFFILilATIONS 



Ndhe. 


















Clerical Departnicii't Receptioiilst 237,368 

Infermatlon Clerk 287.368 



RECEPTIONIST 

appointment clerk 
clinic clerk 
information clerk 

JOB DUTIES 

Beceives visitors or patients, ascertains their needs, and directs them 
accordingly; answers telephone, makes appointments, and performs related 
clerical duties according to the department or clinic to which assigned : 

Greets visitors and patiente, determines their needs, checks appointments 
and directs or escorts to proper person, office, or cHnle. Answers questions 
and gives information, directly to person or on telephone or Jintereom, based 
on knowledge of hospital or department organiHation and regalations, ^akes 
appointments and gives routine instructions to patients for preparations 
prior to the next call, such as special diet, or explains posttreatment care. 
May collect fees or prepare charge forms for the business office. May give 
nonmedical information regarding patients. 

Performs a variety of other clerical duties, depending upon department 
to which assigned, such as; Orders supplies; cross-indexes and flies records; 
posts data from one record to another; compiles and types reports of the 
department’s activities; sorts and distribvites mail and deli%'#rs messagea; 
types envelopes and file cards. 

This Job may be combined with other clerical jobs such as CLERK, 
GENERAL; CLERK-TYPIST; PILE CLERK; TYPISTi or TELEPHONE 
OPERATOR. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Appointment book, flies and records, typewriter. 

EDUCATION, TRAINING, AND EXPERIENCE 

High school graduation with courses in English and perferahly in t^ing. 

Some previous public contact work is desirable. 

Up to 8 months’ on-the-job training is given. 

WORKER TRAITS 

Aptittidea: Verbal ability is required in giving accurate and tactful 
explanations to visltora, patients, and hospital employees ; and in recording 
exact informatlctn for messages. 

IBO 
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Clerical ability is required to detect and avoid perceptual errors in 
recording mesiages and in keeping appointment records* 

IntereBts: A preference ioT activities involving contacts reflected in duties 
of greeting people and giving information requested, 

TernpBTamBnts * Tact and diplomacy required for contacts with people 
under stress conditions. 

Ability to make decisions based on urgency of the situation and in 
accordance with work procedures and hospital policies, 

PhyBical UemandB and Working Conditionm: Work is lightj usually seden- 
tary. 

Reaching for and handling documents and flies. 

Talking and hearing to give information and relay messages^ in nerson 
or on the telephone or iiitercom. 

Works inside* 

JOB BBLATIONSHIPS 

WOTkmTB BUpBTViBBd^ 

Supervised by: Head of department in which job is performed. 

Promotion from: No formal line of proTnotion, This may be an entry job. 
Promotion to: No formal line of promotion. May be promoted to SECRE- 
TARY or other clerical job for which ability is demonstrated# 

PROFESSIONAL APFILIATIONS 

None, 








' > V '■ n . 







Clerical Department 



Secretary 201.36S 



SECRETARY 



JOB DUTIES 



secretarial and genaral office work to relieve hospital officials 
of administrative and clerical detail; speeiflo duties vary consldarably 
according to the department to which assigned; assists in carrying out 
reBponsibilities of the department head as directed; extent of duties may 
depend on experience of the Individual employee ; 

Generally all secretaries j; erf o the following duties; Take shorthand 

and transcribe dictation, which relates to such matters as correspondence, 
reports, and records r make appolntmentSp screen visitora and telephone 
L ^ead and route incoming mail ; locate and attach appropriate file or 
record to correspondence to be answered by department head; compose and 
route routine correapondence; fll# correBpondence and records; prepare con- 
fldMtial and special reports including periodic statistical reports; attend 
staff mTOtings and record minutes; greet and escort visitors and give routine 
information, within the polteles of the hospital. May train and supervise 

The experienced secreta^ has considerable knowledge and judgment re- 
garding hospital and departmental regulations, procedures, and policies, 
as weu as an understanding of special programs and individual endeavors 
of superviprs. Makes decisions on minor administrative matters and complete 
clerical detail of the department. Devises new procedures, schedules aetivitieB, 
and _^supfOTses and coordinates the work of clerical personnel to meet 
deadlines for departmental projects. Maintains recordkeeping and accounting 
ter research contacts or depairtment budgets, and writes progress reporte. 
May make travel arrangements and audit expense reports ; may gather 
l onnation; and may t^e documents and correspondence concerning staff 
smplo^mant, promotioiis, and other personnel matters^ 



r^mg, angll8h, and some matiiematicB. For higher level 
positions, some/oollege as well ai:^ commercial courses are required. Courses; 
in medical terminology desirable. 

to S yearB’ secretarial or general elerleal ^perience is re- 



MACHINBS, TOOLS, EQUIPMENT, AND WORK AIDS 
Standard office equipment and supplies. 
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On-the-job training^ of varying lengths of time, in hospital and depart- 
ment routine and procedures is given. 



Aptitudea: Verbal ability la necessary to perform adminiatratlve and 
clerical dutSes, including composing eorrespondence and reports. 

Numerical ability is necessary to make simple arithmetic calculations 
when compiling and auditing budget reports and expense accounts. 

Clerical perception is necessary to proofread typewritten materialB, to 
index and file correspondence, records, and reporte, and to organize daily 
work. 

Form perception is necessary to Interpret shorthand. 

Motor coordination is necessary when operating offlce machines, handling 
supplies, or filing, 

Intereata: A preference for activities concerned with contacts in person, 
on telephone, or by correspondence. 

A preference for the communication of Ideas, in preparing reports of 
activities. 

TmfnperemiMnta : Work involves a variety of changing activities from 
taking dictation to making decisions on minor administrative details, 

Ahillty to supervlBe and coordinate work of subordinate clerical woi*kers. 

Capable of communicating with people of various edilcational levels and 
backgrounds. 

Phyaieal Demanda and Working Conditionat ‘Work is light. 

Beaching, handling, and fingering to operate office machinefj. 

Near-visual acuity to proofread transcript. 

Talking and hearing for' taking dletatton and supervising other clerical 
workers. 

Works inside. 



Workera aup&rviamd; May supervise subordinate secretaries, clerks, typistB, 
and messengers. . ^ 

Supervismd hy : Usually supervised by > the head of the departanent in whl^ 
Job is scheduled, or by ADMINirJTBATlVB SBCBHTABY <see ExeeuMve 
department). ^ ^ - 

Promotion from: CUERk, GENERAL. OFFICE | GLERk-TYPIST. 
Promotion to .■ ADMINISTRATIVE SEOBETARY. 



WORKER TRAITS 



JOB RELATIONSHIPS 



PROFESSIONAL AFFILIATIONS 



National Secretaries Association (International) 
13,08 Grand Avenue 
Kansas City, Mo, 64106 
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Clerical Department 



Transcribing-Machme Operator 208.588 



TRANSCBIBIN&MACHINE OPERATOR 

JOB DUTIES 

Transcribes routine letters, reports, and other recorded data, usings tran- 
scribing (voice reproducing) machine and typewriter; work assignments de- 
pend upon department to which assigned : 

Operates transcribing machine through the use of dials and peda to 
control quality of voice reproduction and speed of dictation, and uses ear 
devices to listen. Follows prescribed procedures for using various forms 
with one or more carbon copies in typing particular reports. Follows speel- 
fled procedures for dispatching flnlahed reports to designated persons for 
approval, for signature of dictator, and for dispatching carbon eoples to 
designated persons or oflBees, Responsible for verifying accuracy of the 
dictator hy identifying patlent^s name, hospital, number, location in hospital, 
and any address which may Involve the use of patient-name flies. Makes 
entries on prescribed control forms Indicating report that was transcribed 
on a particular patient, dates dictation was received and transcribed, and 
name of dictator. 

Job may involve use of electric or manual typewriters, as well as disk, 
belt, or tape-driven dictating and transcribing equipment. 

May be designated according to trade name of transcribing machine 
such as: Operator of Audiograph, Dictaphones, Edlphone, IBM, Soundscriber, 
or Steno'cord. 

MACHINES, TOOLS, EQUIPMENT, AND WORE AIDS 

Trans'*ribing equipment which may he Individual machines or remote con- 
trol conBoles ; and typewriters, dictionaries, and text referencej. 

EDUCATION, TRAINING, AND EXEERIBNCE 

High school gFaduation with i or 2 years of business courses Including 
typing, business English, a.nd office procedures. 

On-the-job training inciudes a programed cdtirae Ih medical terminology 
and approximately 8 months on the Job, 

WORKER TRAITS 

Aptifudes; Verbal ability is neoeasary to comprehend medical terminology 
and its relationship to sentence structiire, to properly transcribe involved 
meBsages and technical reports. 

Finger dexterity is necessary to type rapidly and accurately. 

164 
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Interestm: A preference for activitieB that are routine^ concrete, and or- 
ganized, for transcribing measagee composed by others* 

A preference for nonsocial activities, adaptable to the use of machines; 
and listening to a transcribing machine and reproducing the material on 
a typewriter. 

TumpeTa7nei%ts : Work involves repetitive procedures, such as typing ac- 
cording to definite formats that requires very little independent judgment. 
PhyBiaal PemaifidB arid Worhing ConditionB : "Work Is sedentary and HgJat. 
Finger dexterity is important for speed anc ccuracy in typing* 

Hearing is important since accurate typing depends on hearing transcrip- 
tion accurately. 

Works inside. 

JOB RELATIONSHIPS 

WorkBra aupaTvised: None. 

SttpBrviB&d by * Head of department in which job is scheduled* 

pTomotioTL /rom* No formal line of promotion* This may be an entry job. 

ProTOOtioH to.- TRANSCRIBING OPERATOR, HEAD* 

PROPESSIONAL AFFILIATIONS 
None, - 










Transcribing Operator, Head 208.138 



Clerical Department 



TRANSCRIBING OPERATOR, HEAD 

typist flupervisor 
JOB DUTIES 

Supervises and coordinates the activities o£ workers typing medical rec= 'd 
forms, reports, and cards from rough drafts, corrected copies, and dictated 
recordings* work assignments vary depending on department: 

Obtains recordings and reports for typing and distributes them to typists 
for transcribing from proper machine. Answers questions concerning form, 
style, and medical terminology, baaed on knowledge of hospital policy and 
medical records proced-are. Establishes work schedules based on workload 
and available personnel, Beviews completed assipiments for technical ac- 
euracy. May train new employees. 

At times of peak workload, may type medical, surgrical, and obstetorlcal 
information on permanent record forms from rough draft of medical and 
laboratory reports. Types index cards, case records, birth and death cer- 
tiileates, and special forms for patients’ permanent records. 

MACHINES, TOOL.S, EQUIPMENT, AND WOBK AID S 

Transeriblng machine, typewriter, 

EDUCATION, TRAINING, AND BXPBBIENCB 

High school graduation with business courses in typing, office machines, 
English, and office proeedur#. One to 2 years’ coJ.le^ training preferred, or 
2 years’ experience as TRANSORIBING-MACHINB OPERATOR or TYP- 
IST In a doctor’s office. 

WOMEB TRAITS 

. Aptitudes: Verbal ablli^ in necessary to comprehend medical terminology 
and its relationship to sentene# structure, to properly transcribe Involved 
messagea and tsplimcal reports# 

Finder . dcKteri^' is necessary to cporats typewriter rapidly and accurately^ 

/nferesfa.- A preference for routine^ concrete, and organized activities ' 
adaptable to transcHblng messa^B or^nized and prepared by oWeFS. 

A preferene# for nonaobial aetlyltlea relative to the use of machines, in 
listening to a transcribihg machl he and reproducing the material using a 
^pewritter, 

I OTiperowewts ,* Abltity to plan, assign, and direct work ol otiiers doing ’ 
essentially the same work. / 
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Work involves repetitive procedures of typing according to definite for- 
mats. 

Phymeal Demanda and Working Conditia'M: Work is sedentary and light. 
Finger dexterity Is important for speed and accuracy in typing. 

Hearing is Important since accurate typing depends on hearing transcrip- 
tion accurately. 

Works inside. 



JOB RELATIONSHIPS 

Workera auperviaed; TRANSCRIBING-MACHINE OPERATOR. 
Supervised hyi Head of department in which job is located. 
Promoted /rom .• TRANSCRIBINO-MAOHINB OPERATOR. 
Promotion to: No formal line of promotion, 

PROFESSIONAL APPIIJATIONS 



None, 















Clerlca! Departinent 



Typist 208.588 



TYPIST 
JOB DUTIES 

Types a variety of materials such as laboratory report forms, letters, 
patient record cards, and monthly statenients, depending upon the department 
to which assigned : 

Data from one record is copied to another, medical information is posted on 
permanent record cards, types correspondence or copies directly other mate- 
rial from rough draft or corrected copy. May transcribe materials from a 
transcribfng machine. May verify totals on report forms, requisitions, or 
bills. May cut stencils for duplicating machine. Keeps typewriter clean and 
maintains supply of necessary forms. Performs various related clerical duties. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Typewriter, transcribing machine, duplicating machine ? standard office 
equipment and supplies. 

EDUCATION, TRAINING, AND EXPERIENCE 

High school or commercial school graduation with courses in English and 
typing. 

Experience is desirable but not essential. 

Short period of on-the-job training in hospital and department routine 
and procedures, 

WORKER TRAITS 

Aptitiidee .* Verbal ability is necessary to be aware of rules of grammar 
and spelling in copying material and for reading comprehension. 

Clerical perception is necessary to proofread typewritten records, to cross- 
index and flle various documents and correspondence, and to avoid errors 
in transposltioh when information from one record is posted to another. 

Motor coordination, manual and finger dexterity are necessary for use of 
tsrpe^^ter and for setting up hnd using duplicating machines. 

i ■ A preference for performing routine . activities adaptable to 
hospital reports and records, such as copying material oh thb typewriter, 
filing, and posting information, a 

remperowenfa .• AdaptabilR^ prepare records, files, and reports in 
rei^titlve and short-cycle operations. 

Works under close supervision, 

^Hvsieal Demands and Working Conditionm: Work Is sedentary, most of 
time is Spent at a desk. Work Is light. 
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Reachingr^ handling’, and fingering are necessary for typing and filing. 

Near-visual acuity to avoid perceptual errors when posting data and 
proofreading transcripts, 

Hearing is essential in operating transcribing machine. 

Works inside, 

JOB RELATIONSHIPS 

Worherm supervised: None, 

Supervised by: Head of department In which job la located. May be 
supervised by senior clerical workers. 

Promotion J^om: No formal line of promotion. This usually is an entry 
job. 

Promotion to: May be promoted to SECRETARY or STENOGRAPHER 
or another clerical position for which ability is demonstrated. 

PROFESSIONAL AFPILIATIONS 

None. 
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PERSONNEL DEPARTOIENT 



Purpose: To coordinate the needs and Interests of the in- 
stitution with those of the employees in a manner so as to provide 
the community with efficieut, economical hospital service, and to 
staff the hospital with qualihed, productive employees. 

Rbsponsibility: Pe sonnel administration is characterized by 
the philosophy, motives, and methods of organizing and treating 
people so that they will consistently perform at the highest levels 
of which they are capable, while obtaining the greatest degree of 
satisfaction. 

The number and kinds of functions assigned the Personnel 
Department will vary greatly depending upon the needs, size, 
and goals of the hospital. 

The department ia responsible within delegated authority, for 
planning and administering a comprehensive personnel pro- 
gram, including participation in development of an overall per- 
sonnel policy. It is responsible for developing techniques and 
procedures to assist line aupervisora in improving the personnel 
aspects of their jobs. It serves as advisor to the ADMINIS- 
THATOR on personnel problems, proposes changes in established 
personnel policies, and consults with and assists supervisors on 
a continuing basis. The major functions of this department may 
be classifled as (1) developing sources of qualified employees, 
(2) recruiting and retaining competent personnel, and (S) in- 
creasing employee productivity and job stability. 

Specifically, the Personnel Department performs some or all 
of the follo'mng functions: Recruits and screens job applicants; 
inducts and orients new employees; advises on methods of train- 
ing and may plan and conduct training programs; develops pro- 
cedures and policies to promote employee stabilization ; develops 
procedures for position control through Job analyses and job 
evaluations; establishes and maintains programs of wage and 
salaiy administration, and employee benefits; assists in planning 
and establishing lines of communication; may take part in col- 
lective bargaining procedures; establishes health and safety pro- 
grams; advises the administration on legal problems relating to 
employment; does r exarch to determine causes of and solution 
to personnel problems; advises on hospital organization and 
helps establish employee budgetary controls; maintains complete 
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personnel files on all employees ; and maintains organization 
charts and staffing patterns. 

Authority • Final authority _or applying sound personnel pol- 
icies rests with the ADMINISTRATOR. The PERSONNEL DI- 
RECTOR exercises line authority only over employees in the 
Personnel Department. Personnel administration is a staff func- 
tion. As such, it has no direct authority over operating or line 
supervision. 

Interrelationships and Intrarel4tionships : Because ad- 
ministrative officials recognize the need for specialized knowledge 
and careful planning to insure sound personnel relations, per- 
sonnel administration has become a separate department. Since 
the PERSONNEL DIRECTOR, as a specialist, is chief adviser to 
the ADMINISTRATOR on all matters involving employee re- 
lations, he should report directly to the ADMINISTRATOR. As 
a staff officer, he works in cooperation with each department 
head to secure the maximum in employee efficiency and morale 
within the hospital. 

Sound employee relations tend to be reflected in employee con- 
tacts with the public; therefore, the Personnel Department is a 
key to good public relations. Through direct contacts with other 
departments, job applicants, employment agencies, social agen- 
cies, schools, public officials, and many other group.s and indi- 
viduals, the Personnel Department is in a unique position to 
create a favorable impression of the hospital and promote pro- 
gressive public relations. 

Physical Facilities and Staffing: The personnel offices 
should be easily accessible to job applicants and hospital per- 
sonnel. They should be attractive and impress visitors favorably. 
Provision should be made for privacy in employment Interviews 
and discussions with employees. 

The Personnel Department is normally under the supervision 
of a PERSONNEL DIRECTOR, who has mature Judgment, 
leadership, and specialized knowledge of per-sonnel administra- 
tion, No exact ratio has been established between numbers of em- 
ployees in the Personnel Department and total personnel In the 
organization. The needs of the institution and functions assigned 
to the Personnel Department: will affect the number of employees 
required. In smaller hospitals, personnel ’ functions are often 
combined with other administrative responsibilities. With such 
combinations, there should be a clear division of time and 
responsibility,' so that the personnel function is not subordinated 
to another function. 
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Both the professional and clerical staffs of this department are 
subject to combinations of job duties. Depending upon the size 
and organizational makeup of the particular hospital, each job 
shown on the organization chart may merit standing alone as 
described in the JOB DUTIES, or be broken into additional job 
titles (not shown), or be combined ipto any one of the job titles 
listed. 
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PERSONNEL DEPARTMENT 




NOTEf This chart is for lllustraclve purposes only and should not be eon* 
sidered a recommended pattern of organisation. 
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Personnel Department 



Manager, Personnel 166.118 



PERSONNEL DIRECTOR 

JOB DUTIES 

Plans, coordinates, and administers policies relating to all phasea of hospital 
personnel activities^ 

Plans and develops a personnel program and establishes methods for its 
installation and operation. Develops the techniques and procedures for and 
directs the activities of recruitnient, induction, placement, orientation and 
training. He may also be responsible for the safety and security programs. 
Interprets hospital policies and regulations to new employees, arranges for 
their physical examinations, and conducts or advises on training programs. 
Establishes uniform employment policies and confers with department heads 
and supervisors to discuss improvement of working relationships and condi- 
tions. Assists in development of plans and policies related to personnel 
and advises supervisors and administrative offlcials regarding specific per- 
sonnel problems. Initiates and recommends policies and proceduies necessary 
to achieve objectives of the hospital and insure maximum utilization and 
stability of personnel. Initiates and directs surveys related to turnover, 
wages, benefits, morale, and other personnel considerations. Prepares training 
manuals and directs job analysis program, including preparation of job 
descriptions and specifications. Acts as liaison between employees and ad- 
ministrative staff. Investigates causes of disputes and grievances and recom- 
mends ocrrectlve action. Supervises workers engaged in carrying out per- 
sonnel department functionB, 

Plans and sets up system of recordkeeping. Devises forms relative to the 
personnel functions. Organizes syitem for maintenance of central personnel 
files that will provide ready analyais of all porsonnel management funetlons. 

Administers benefit services and other employer-employee programs. In- 
cluding recreation, pension and hospitalization plans, credit union, vacation 
and leave polleies, and others. Initiatea and implements employee suggestions 
and performance evaluation systems. 

Informs employees of hospite J activities and administrative policies by 
means of handbooks, house organs, bulletin boards, and other media. Per- 
forms research as a basis for recommending changes in procedures and 
policies. Interviews all terminating employees to deterinine causes of ter- 
mination, Hepresents hospital at conferences relative to personnel activities. 
Prepares budgets. 



MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 
Office supplies and equipment. 
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EDUCATrON, TBAINING, AND EXPERIENCE 

Graduation from a recognized college or university with a degree in per- 
sonnel management, Industrial, relations, or business administration. 

Courses should include tests and measurements, statistics, applied psy- 
chology, personnel and business administration, economics, labor relations, 
and cost accounting. 

Experience as Assistant Personnel Director is recommended. Receives 
inservice indoctrination in hospital policies and regulations, 

WORKER TRAITS 

Aptitudes: Verbal ability is required to discuss personnel programB with 
administrai,ive staflf and employees of varying levels of verbal ability, to 
effectively promote the personnel program, and to explain hospital policy 
to individuals and groups. Capability also required to prepare manuals. 

Numerical ability Is required to evaluate personnel statistical data, to 
make various computations of departmental operations, and to prepare bud- 
gets. 

Clerical ability is required to avoid and deeeet errors in verbal and 
tabular material prepared for submission to administrative personnel. 

Interesta : A preference for technical activities in order to develop and 
administer personnel policies, 

A preference for activities that involve working with people in order to 
make the personnel policy affective and satisfactory to all hospital employees 
and to administrators. 

Temperaments : Ability to direct and plan the activities of the entire 
Personnel Department, 

Ability to communicate with hospital staff and outsiders as well as 
workers within his department, in making and carrying out personnel policies 
and regulations. 

Must be able to make decisions. 

Physical Demands and Warking Conditions : Work is sedentary, requiring 
lifting and handling peraonnel records and flies, seldom exceeding 10 pounds. 

Frequent talking and hearing when conferring on personnel matters, 
interylewing, or assigning work to subordinates. 

Works InBlde, Usually has own offlee. 

JOB RELATIONSHIPS 

Workers auperviaed: EMPLOYMENT MANAGER; INTERVIEWER; 

TRAINING OFFICER I JOB ANALYST; and clerical staff. 

ADMINtSTRATOR. 

Promotion from; Assistant Personnel Director or EMPLOYMENT MAN- 
AGER. 

Promotion to : No formal line of promotion. May be promoted to an 
ASSOCIATE ADMINISTRATOR. 
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PBOFBSSIONAL 

Ainerlcan Society for Personnel 
Administration 
52 East Bridge Street 
Berea, Ohio 44017 

Public Personnel Association 
1313 Bast eoth Street 
Chicago, 111. 60687 



affiliations 

American Personnel and Guidance 
Association 

1606 New Hampshire Avenue, NW. 
Washington, D.C. 20009 



American Society for Hospital 
Personnel Direetors 
840 North Lake Shore Drive 
Chicago, 111, 60611 



State and local personnel associations and Bocietles, 



O 
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Personnel Department 



Manager, Employment 166,168 



EMPLOYMENT MANAGER 



JOB DUTIES 



SuperviaeB . recruiting, interviewing, employing, and indoctrinating new 
employees of the hospital • BupervisoB and assigns duties to INTERVIEWERS 
and interviews job appiicants referred by thems 

Receives requestB for additional or replacement personnel from depart- 
ment heads and obtains, approval of requisitions for unbudgeted positions 
from PERSONNELi DIRECTOR. Reviews applications on file or contacts 
various sources (professional organizations, public and private agencies, 
newspapers) for qualified applicants. Interviews applicants for additional 
information, evaluating personality, education, and experience against re- 
quirements of the Job vacancy. Administers, scores, and interprets psycho- 
logical tests and skill tests such as typing and shorthand pertinent to the 
speeiflc Job openings. Provides orientation for qualified applicants in regard 
to hospital personnel policies, wages, hours, employee benefits, and duties 
and responsibilities of the position. Refers selected applicants to department 
heads for final approval. May suggest alternate position for which applicant 
is qualified. Cheeks references listed by applicant to verify work history and 
character. Arranges for physical examination of accepted applleents. 

Confers with department heads relative to personnel needs and problems 
of Individual employees. Recommends transfers of qualified employees to 
other positions. Assists in development of worker and Job speciflcatlons. 
Reviews recommendationa for discharge of employees. Interviews all tennl- 
nated employees to determine whether hospital screening, placement, or other 
pFactiees require revision. Recommends changes In policies, procedures, and 
benefits to malntaiii high employee and Job stability. 

Prepares periodic reports relative to employment activities. Develops and 
directs use of personnel forms. Arbitrates employe# grievances or refers 
problems to PBRSONNBL DIRECTOR. May counsel employees on personal 
and work problems. 

The duties of this Job may be combined with those of INTERVIEWER, 
JOB ANALYST or TRAINING OPEIOER. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 
Offlce supplies and equipment | test forms. 



GraduaUon from approved college or university with courses in personnel 
or business administration and psychology. 

Experienced as INTERVIEWER desiralUle. 



EDUCATION, TRAINING, AND EXPERIENCE 
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Inservice training in hospital policies and personnel procedures and routines 
is provided. 



WORKER TRAITS 

Aptitudes: Verbal ability is required to communicate with applicants 
and department heads, and to administer and evaluate tests in order to 
make successful placements of workers in connection with available Jobs. 

Numerical ability is required to prepare and interpret periodic reports on 
placement functions such as recruitment. Interviewing, and selection. 

Clerical perception Is required to organize pertinent detail of verbal and 
written material. 

Interests’ A preference fcr business contacts, in placing present or future 
employees in satisfying and satisfactory jobs. 

A preference for activities concerned with communicating, in order to 
explain the pollelea and regulations of the Ikoapital to candidates for 
employment. 

Temperaments; Ability to communicate with applicants, to understand, 
and provide help for their employment problems. 

Ability to collect, organize, and interpret data from personal interview, 
application forms, test results, and letters of recommendation, to assist in 
making proper placement. 

Physieal Demands and Working Conditions: Work is sedentary, with 
some lifting and carrying of personnel files, seldom exceeding 10 pounds. 

Reaching for and handling records and reports. 

Frequent talking and hearing with applicants and other hospital workers. 

Works inside. 



JOB RELATIONSHIPS 

Workers supervised: INTBRVIEWBBS ; clerical workers. 

PERSONNEL DIRECTOR. 

Promotion from: No formal lines of promotion. May be promoted from 
INTBRVIBWBR. 

Promotion to: PERSONNEL DIRECTOR. 

PROFESSIONAL APPILIATIONS 

American Society for Personnel American Personnel and Guidance 

Administration Association 

62 East Bridge Street 160B New Hampshire Avenue, NW. 

Berea, Ohio 44017 Washington, D.O. 20000 

Public Personnel Association American Society for Hospital 

ISIS Bast 60th Street Personnel Directors 

Chicago, 111, ,e06S7 . 840 North Lake Shore Drive 

Chicago, nil 60611 



Personnel Department 



Employment Interviewer II 166.268 



INTERVIEWER 

JOB DUTIES 

Interviews and screens Job applicants to deterrnine qualiftcations for 
employment with the hospital : 

Conducts initial interviews of appUcants for employment. AssistB appli- 
cants in fllling out application forms and requests additional Information or 
clariflcation of data as necesaary. Answers questions and supplies Information 
regarding employment policies and requirements. Notes appearance, manner, 
and experience of applicants and other requiremants of hospital employment 
policy. Refers quallfled applicants to EMPLOYMENT MANAGEB. Checks 
references on applications to verify work history. Receives requisitions for 
personnel from various departments, and refers qualified applicants from 
names in file, or contacts various sources to obtain workers. 

Prepares reports supplying information on present employees or new em- 
ployees, as requested. Maintains personnel records and makes changes neces- 
sary to kesp records up to date. Sfay administer and score tests not re- 
quiring special education and training. 

The duties of this Job may be combined with those of EMPLOYMENT 
MANAGER, JOB ANALYST, or TRAINING OFFICER. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

OflAce supplies and equipment; test forms, 

EDUCATION, TRAINING. AND EXPBBIBNCE 



Graduation from approved college or university with courses in personnel 
or business administration and psychology. 

Should be skilled in interviewing techniques. 

Inservice 'tealnlng In hospital policies and personnel procedures and rou- 
tines. 



WORKER TRAITS 

AptitudmBi Verbal ability Is required to communicate with applicants and 
department heads to successfuily, place workers in available Jobs and to 
administer and evaluate testB.^ ^ ^ ^ 

Numerleal ability is required to prepare and interpret statistical report 
on Job functions, in relation to recruitment. Interviewing, and placement. 

Clerical perception Is required to organize pertinent details of verbal and 
written material, 
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IntereatB: A preference for business contacts, to place present and future 
employees in satisfactory and satisfying Jobs, 

A preference for activities concerned with communicating to explain the 
policies and regulations of the hospital to candidates for employment. 

TemperaTnenta: Ability to eommunlcate with applicants, to understand 
and provide help for their employment problems. 

Ability to collect, organize, and Interpret data from personal interviews, 
application forms, test results, and letters of recommendation to assist in 
making proper planement. 

Physicttl DeTnanda and V^orking Conditiona; W^ork is sedentary with some 
lifting and carrying of personnel flies. 

Reaches for and handles records and reports. 

Frequent talking and hearing are required in communicating with ap- 
plicants, and with other hospital workers. 

Works inside. 

JOB RELATIONSHIPS 
Workers Supervised: None. 

Superviaed by: EMPLOYMENT MANAGER. 

Provnotion from: No formal line of promotion, 

Prowofion to .• EMPLOYMENT MANAGER. 

PROPESSIONAL APFILIATIONS 

None. 








Personne! Tiepartment 



Job Analyst 13^.088 



JOB ANALYST 

occupational analyst 
JOB DUTIES 

Collects, analyzes, and develops occupational data relative to jobs. Including 
Job requlrenients and workers quallficatlonB, to serve as a basis for selection 
and placement of workers, wage evaluation, counseling, and other personnel 
practices: 

In cooperation with department heads and PEBSONNBL DIRISCTOB, de- 
termines need for Job analysis program, and procedures to be followed. In- 
ter\dews workers and observes tasks being performed in order to identify 
Job, describe duties, and Indicate requirements for workers. Includes such 
pertinent information as use of equipment and. tools | working conditions; and 
requirements for physical skills and knowledge, degree of dexteri^, special 
sensory acuteness, and personal r charaetorlsUos. Writes descriptions of each 
job emphasiziiig points of information needed for personnel practices involv- 
ing recruitment; placement, promoMon, and ‘toansfer; Job and employee 
evaluation; tFalning, full utilization >f workers; safety and health reBearch; 
improved peFsonnel policies; and c unseling. Reviews completed analyBis 
with department head and PEBSONNBL DIBEOTOB for verification. 

Writes hiring specifications to assist in making valid selection of pro- 
spective employees, Beviews Job duties to reveal duplication of effort and 
estahlish promotion sequence of Jobs, Devises employee performance evalua- 
tion criteria and Job evaluation systems, and reeomznends changeB In Job 
classifications. May use tests to detormlne occupational knowledge and skill 
of worker. Determines interrelationships among Jobs for purposes of transfer, 
promotion, and Job. redesign. 

Assists In developing Job analysis schedule^, and otiier personnel forms. 
Parforms research to determine improved perivonnel procedures. The duties 
of ^is job may be combined with those of nyrfflBVIEWEB, TKAINING 
OFFICBB, or EMPLOYMENT MANAQBB, 

MACHINES, TOOLS, ^UIPMENT, AND WORK AIDS 

Office equipment and supplies; testing and akialysis forms, 

EDUCATION, TRAINING, AND EXPERIENCE 

Graduation from an accredited college or university. Courses in statistics, 
tests and meaBurements, and personnel administration are desirable. Ex- 
peFience in Job analysis or similar phases of personnel work are essential. 

Inservice training In hospital routines and proeedures is provided. 
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WORKER TRAITS 



Aptitudes: Verbal ability Is nacessary to communicate with workers 
when making job studies, then to express clearly the details, so that the 
finding's will correlate with the purposes of the job study. 

Numerical ability is necessary to prepare wage and rating scales, statla- 
tlcal charts, and evaluation syatems. 

Clerical ability is necessary in preparing formats of personnel records 
and entering Information on them. 

Interests: A preference for technical activities, to support knowledge of 
equipment, terminology, and processes used by hospital workers. 

A preference for activities of an abstract nature, for research to develop 
ne'.v personnel procedures, and to alleviate hospital personnel problems. 

Temperaments: Aptitude to collect, organize, and evaluate job data gatli- 
ered from studies of hospital jobs. 

Capable of making recommend fii-Jot is for improved use of personnel on 
the basis of evaluations made of job 

Capability to meet and interview various types of workers and to ohserve 
duties being performed in all areas of the hospital, 

Phymtcal Dsmands and. Working Conditions: Sits, stands, and walks In- 
termittently throughout the working day. 

Handles and fingers office supplies and equipment. 

Talks and listens to employees when studying jobs. 

Works inside. 



Workers supervised: None. 

Supermsed by: PERSONNEL DIRECTOR, 

Promotio'<.i from: No formal line of promotion. May be promoted from 
INTERVIEWER. 

Promotion to: No formal line of piomotlon. May be promoted to PER- 
SONNEL UIRECTOR after additional training and ^perience. 



JOB RELATIONSHIPS 



PROFESSIONAL AFFILIATIONS 



American Society for Personnel 



American Personnel and Guidance 



Adminlstmtion 
52 East Bridge Steeet 
Berea, Ohio 44017 



Association 

1606 New Hampshire Avenue, NW. 
Washington, D.C. 20000 



Public Pe^onnel AsBociation 
ISIS East 60th Street 
Chicago, 111. 60687 
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Personnel Department 



PerBonnel Clerk 205.368 



PERSONNEL, ASSISTANT 

records clerk 
JOB DtJTIBS 

Maintains personnel records of hospital employees and answers employ- 
ment inquiries : 

Types paraonnel forms of new employees, such as employee record forms 
and insurance forms. Piles employee folders in prescribed manner. Records 
changes in status on employees* peraonnel records, such as name, address, 
telephone numher, wage Chanda, transfer, and attendance to keep records 
current. Remove records of terminated employees, from active flle. 

Answers inquiries concerning availability of employment opportunities. 
May do preliminary screening of applicants by obtaining Information about 
interests, skills, ability, and experience before referring those with satls- 
factory qualifleations to INTERVIEWER or EMPLOYMENT M:ANAGER 
for extensive interview, Bxplaina and answers questions about hospital 
employment policies and reqtiiremente. ABslgns lockers to new employees 
and maintains locked-key control system. 

Schedules job applicant appointments with INTERVIEWER and EM- 
PLOYMENT MANAGER. Contacts references listed on application by 
telephone or letter to verify applicants work history. 

Reviews departmental reports to determine information, such as number 
of vacancies, total number of employees, and compiles data for preparation 
of monthly reports, SupplleB information concerning present and former 
employees. May order office Bupplles. 

MACHINES, TOOLS. EQUIPMENT, AND WORK AIDS 

Typewriter, office forms. 

BDUCATION, TRAINING, AND EXPBRIBNCB 

High school graduation with commercial courses required. College courses 
in personnel adminlstvation and psychology are deslrahle. 

On-tiie-job training in interviewing and office procedures provided. 

WORKER TRAITS 

Aptihidma: Verbal ability is needed to communicate with appllcanta and 
instruct them in proper preparation of application and in making contacts 
in regard to employee references. 
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Clerical perception is needed to verify personnel records and Information 
for reports. 

Motor coordination is needed for typing- of forma. 

Manual dexterity is needed for sorting and filing application records. 

Intermta: A preference for business contacts, for suitable Interviewing 
of applicants. 

Pr®f®rence for routine, concrete, and organized aetivities, adaptable 
to keeping records and to interviewing, 

Tmnperaments : Versatile | work involves a variety of duties according to 
establJsbecl format of department. 

Communicates with applicants when interviewing them. 

Physical Demands and Working Condmons: Work is sedentary, requiring 
some lifting and carrying of personnel files not exceeding 10 pounds. 

Reaches for, handles, and fingers records and reports and typewriter. 

Talking and hearing with applicants and other hospital workerB. 

Works insida. 



WoTkmTs aupBTvised: None, 

Supervised by ; PERSONNEli MANAGER. 

Promotion fromt No formal line of promotion. This may be an entry Job. 
Promotion to: No formal line of promotion. May be promoted to INTER- 



WORK RELATIONSHIPS 



r 



VIEWER, 



PROFESSIONAL AFFILIATIONS 



None. 





Personnel Department 



Statistical Clerk 219.388 



STATISTICAL CLraRK 

JOB DUTIBS 

Compiles data for reports concerning hospital personnel aetivities for 
analysis by administration and as a basis for statistical studies, using 
adding or caloulatlng machine to eomputo totals, averages, and other 
details required : 

Compiles statistics from source materials such as number of Job appli- 
cants, Interviews, tests, hirings, transfers, promotions, absentees, injuries, 
and turnover lecords to prepare weekly, monthly, and annual reporis. 
Makes comparison reporta, by month or year using source data. Calculates 
number of emplGyees by department and classiflcation and notes number 
of employees termiciated and hired under each department and classifloation. 
Makes periodic wage and hour sur^reys of specified positions to compare 
hospitaL pay rates with those of other hospitals and businesses in the area. 
Assists PBRSONNBli MANAGBR to evaluate these reports. 

Maintains employee personnel records by entering additional Information, 
or removing records from the files for terminated employees. 

Types statistical reports and may act as RBOEPTIONIST, 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Typewriter, adding and calculating machines, statistical forms, 
EDUCATION, TRAINING. AND BXPERl^CB 

High ' school graduation with courses in mathematics and use of business 
machines. 

No previous experience is necessary. 

On-the-Job training to leani particular statistical procedures. 

WORKER TRAITS 

ApHtudea: Numerical ability is necessary to make statistical computatlonB 
quickly and accurately. 

Clerical perception Is necessary to perceive detail in tabular material, to 
proofread numbers, and to avoid errors in arithmetical computations. 

Manual and finger dexterity to operate typewriter and business macbines. 

Intmreata; A preference for working with statisUcal computations and 
reports. 

A preference for routine, organized activities, adaptablo to preparing rec- 
ords and reports. 
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Tempmrairrmnta : Suitability to perform repetitive, ahort-cycl# operations 
in preparing statistical charts. 

A sense of discipline to follow instructions carefully in computing sta- 
tistical charts, 

Phy steal Dmnands ayid Worhing Conditioris : Work Is sedentary. 

Reaches for, handles, and fingers reports and records. Finger dexterity 
also required in operating business machines. 

Near-visual acuity to read and write nu m bers. 

Works inside. 



Workers aupmrvtaedt None. 

Supervised by: PERSONNEL, DIRECTOR. 

Promotion frem: No formal line of promotion. This may be an entey Job. 
Promotion to : No formal line of promotion. 



JOB RELATIONSHIPS 



PROFESSIONAL AFFILIATIONS 



None. 
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Personnel Departinent 



Supervisor, Training 166.228 



TRAINING OFFICER 



JOB DUTIES 



Assists in plannlnB, organizing, and direeting employfie training pro- 
grams desired to orient employees, improve job skills, and develop potential 

capabilities: . j ^ 

Confers with supervisors and department heads to determine need for 
training in order to increase job proflciency or improve morale. Plans new 
or special training clasaep and derionstratlons, writes training material or 
adapts existing materials to immediate needB. Prepares and distribute^ 
pamphlets, memoranda, or manuals to be used by trainees. SeKw ules 
classes in cooperation with depn'rtment heads, and arranges for lectureB, 
demonstrations, or on-the-job training. Orients new employees to hospital 
policies, methods, and proeedures, 

InsMtutes supervlilOKy Art ■nlng programs to develop more elTeetiv# rela- 
tionships between supervisors and subordinates. Instruots supervisors and 
departaient heads in training methods and use of training materials, and 
assists other members of the department with speelflc training or personnel 

problems. , . j 

Instructs employees relative to nature and hazards of equipment and 
materials handled, responsibilities of specific i»osltions, and hospital safety 
rules. Conducts or arranges for sessions for l.atroducing new procedures or 
eqttipmnnt. Pollows up program to evaluate effectiveness of training and to 
determine need for revision of methods or materials. ^ i 

Selects and edits training materials such as edueatlonal films and books 
for training purposes. May prepare handbooks outlining personnel policies 
of institution, including Information relative to salary and promotion ; in- 
surance, vacation, sick leave, and other heneflts; standards of what is ex- 
pected of employees and what they can expect from the hospital. 

Designs training charts and. other visual aids. 

The duties of this Job may be combined with those of INTERVIBWBR, 
JOB ANALYST, EMPLOYMENT’ MANAGER, or PERSONNEL DIRBC- 
TOR. 




MACHINES, TOOLS, BaUIPMENT, AND WORK AIDS 

Audiovisual equipment, training manuals, and other aids. 

EDUCATION, TRAINING, AND BXPBRIBNCE 

GraduaUon from accredited college or university with courBes In educa- 
tional methods, personnel administration, applied psychology, English, and 
possibly journalism. 
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Teaching experience or experience in personnel work Is essential. 

Inserviee training in hospital procedures and routines, 

WORKER TRAITS 

Apiftitdes .• Verbal ability is needed to communicate (on a teacher-student 
basis) with workers of varying cultural and educational backgrounds and 
to prepare manuals and training materials. 

Clerical perception is needed to organize and prepare manuals and train- 
ing materials. 

Interests 1 A preference for activities concerned with people and the com- 
munication of Ideas to th ; n. 

A preference for activities concerned with creating effective training ma- 
terials. 

Tempermnents: Suitable for work that involves a variety of conditions 
to conduct a meaningful instructional program geared to the needs of the 
hospital. 

Ability to communicate with people in actual Job duties, beyond giving 
and receiving instructions, when orienting them to hospital and ^ving 
on-the-job training. 

Influences people through ideas of training and accident prevention pro- 
grams. 

Physical Demands and Working Conditions: Work is light. Sitting when 
preparing materials and standing when eonducting training sessions. 

Talking and hearing when conducting training sessions. 

Near-visual acuity for reading and writing training materials. 

Works Inside. 



JOB RELATIONSHIPS 



Workers supervised: None. 

Sttpervised by .■ PERSONNEL BISHOTOR. 

Promotion from: No formal line of promotion. May be promoted from 
INTERVIEWER. 

Promotion to: No formal line of promotion. May be promoted to PER- 
SONNEL DIRECTOR after additional training and experience. 

PROFESSIONAL APPILIATIONS 



American Speiety for Personnel 
Administration 
B2 Bast Bridge Street 
Berea, Ohio 440IT 

Public Personnel Association 
1313 Easi^ Stoeet 
Chicago, 111. 60637 



American Personnel and Guidance 
A sBOciation 

1605 New Hampshire Avenue, NW. 
Washington, D.C. 20000 
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PUBLIC RELATIONS DEPARTMENT 



Purpose: To interpret policies and objectives of the hospital 
to the public, to foster attitudes of confidence and respect for 
the hospital on the part of the community, and to Interpret the 
public's opinion of the hospital to hospital authorities. 

Responsibility; Developing a planned course of action that 
will keep the public Informed of the benefits to be derived from 
the hospital. 

This department promotes and develops community under- 
standing- of hospital services and stimulates an active Interest of 
the hospital staff in community needs j informs the public of hos- 
pital achievements as well as its programs j cooperates with other 
health agencies to fulfill health and welfare needs of the com- 
munity* ciarlfles controversial health and welfare issues for both 
staff and community • stimulates willingness for voluntary con- 
tributions and public and private endownments; and interprets 
hospital policies and costs to the community. 

Because of the increasing involvement in, and importance of, 
hospital-community relationships, a planned public relations 
program is vital. Probably the soundest basis for good community 
relations is through the spoken word of satisfied patients. There 
are many ways within the hospital to accomplish this end, such 
as giving special care to selection of personnel for admitting, in- 
formation, telephone, and similar public contact positions ; ad- 
justing complaints in a sympathetic manner; adhering to ac- 
cepted codes of e^ics governing release of Information ; and 
developing an awareness on the part of employees, particularly 
nursing and medical steff, of the value of good relationships 
with patients. 

Speeches arranged by the Public Relations Department and 
delivered by hospital representatives to business and service 
clubs, churcH, school, and eartracurricular groups and addresses 
and dramatizations for radio and television audiences are ve- 
hicles for getting the hospitars story before the community. 

Daily newspapers, neighborhood newspapers, school papers, 
and local industrial papers offer opportunities for promotliig 
good public relations stories. Items can be newsworthy evem's, 
feature articles and picture stories, editorials, and regularly pub- 
lished hospital news or announcement columns. This material 
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may be written by the publications staff or hospital. Public Re- 
lations Department. 

Regularly issued hospital bulletins for the hospital staff, bul- 
letin boards, special editions of annual reports, and other reports 
along with patients' handbooks and brochures provide means of 
contacting both staff and patients with the written word. 

Posters and exhibits for the public displayed either within 
the hospital or in other community establishments and hospital 
tours conducted for various groups also have proven successful. 

Other responsibilities of the Public Relations Department may 
include surveying public opinion and planning special events. 

Authority.* Public relations is a management function. The 
DIRECTOR, PUBLIC RELATIONS, therefore, should report di- 
rectly to the ADMINIOTRATOR. The Public Relations Depart- 
ment, however, operates in a staff capacity and has no authority 
over operating or line activities or personnel. The DIRECTOR, 
PUBLIC RELATIONS has line authority only over those in the 
Public Relations Department working directly under him. 

iNTERraLATiONSHiPS ANU Intrabelationships : Public rela- 
tions has become a separate department because of the need for 
specialized knowledge and careful pla'ming to increase public 
understanding of hospital objectives. TLe department plays the 
gUiding role in developing the hospltars image in the community. 
The DIRECTOR, PUBLIC RELATIONS works closely with all 
hospital officials. Conferences and decisions pertaining to em- 
ployee relations, and hospital policies and procedures, are of con- 
siderable interest to, and can have a direct bearing on, public 
relations. Frequently, the DIRECTOR, PUBLIC RELATIONS, 
works closely with a special committee of the governing board. 

Physical, PaciLiIties and Staffing: The Public Relations De- 
partment should be easily accessible to the Executive Office of 
the hospital. 

The departinent is usually supervised by a DIRECTOR, 
PUBLIC RELATIONS. Public relations functions, however, may 
be combined with other administrative responsibilities. In this 
ease, there should be a clear division of time and responsibility 
so that public relations aspects are not subordinated to other 
activities and responsibilities. In small hospitals, the function is 
handled frequently by the ADMINISTRATOR or a committee of 
the governing board. Even with a full-time DIRECTOR, PUBLIC 
RELATIONS, it is advantageous to form an advisory con.mittee 
of civic-minded persons in the community familiar with public 
relations techniques, in order to prornote community IntereBt and 
understanding. 
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PUBLIC RELATIONS DEPARTMENT 







NOTES This chart is for illustrative purposes only and should not be c< 
sidered a racommended pattarn of organisation* 
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Public Relations Department 



Director, Public Relations 165.088T 



DmECTOR, PUBLIC RELATIONS 

community relatio n s director 
JOB DUTIES 

Organizes and directs hospital public relations programs to develop public 
interest, understanding, and good will and to provide a central source of 
Information for the public that will comply with hoapital policies; 

Confers with ADMINISTRATOR and Governing Board to formulate 
public relations policleB, and to develop programs that will result In a 
close community identiflcation for the hospital, satisfy the publicity require- 
ments of the community, and comply with hospital and medical codes of 
ethics. Plans public information programs and carries out such programs 
by working with all news media. Plans and arranges for press conferences, 
open houses, publicity brochures and displays, and solicity cooperation of 
medical st*tff and patients in these efforts. Plans, organizes, and directs 
volunteer participation in pubUc relations programs, such as stafflng of 
speakers' hureau and stafllng of displays at the hospital and elsewhere. 

Gathers information from hospital staff, physicians, and patients; writes 
news releases, and assists in press conferences, radio and television pro- 
-ams, to disseminate information regarding hospital admissions, surgical 
techniqueB, research activities, new equipment and facilities, and unusual 
medical or surgical c- ses that wduld be of general interest. 

Conducts visitors on tours of hospital; addresses civic, business, and 
service organisations; and represento hospital in community aeti'vities. 
Writes articles for publication and prepares ^apfaic materials and special 
reports. 



MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Office equipment and machines; news media. 

EDUCATION, TRAINING, AND BXPERIBNCB 

^ degree with courses in English, social stadies, and the humanities. 

^ - i iO years* eacpe^lence in Journalism and/or public relations, 

A 3 months* orientation in a hospital. 

WOl^ER TRAITS 

Apt-ifycdms,' Verbal ability that ib particularly articblate is needed for 
public speaking; to participate in executive planning conferences; to eom- 
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munieate with people of varying backgrounds and education } to write 
articles and news releases 5 and to direct activities of others. 

Organizational ability with an eye for detail is needed to perceive perti- 
nent detail in narrative reports ; to avoid perceptual errors in compiling ; and 
to procfread material for publication. 

Interests : An interest in people and the communication of ideas. 

A creative interest, manifested in design and preparation of brochures, 
publicity materials, and displays. 

Temperaments: Leadership qualities for work involving control of pro- 
grams, working with administrators, employees, volunteers, and representa- 
tives of the community in varying situations. Makes decisions based on 
experience regarding program best suited to 'type of publicity to be used for 
each campaigii. 

Facility to interpret feelings, facts, and ideas in an interesting, informa- 
tive manner when writing and preparing publicity material. 

Physical Demands and Working Conditions: 'Work is p-rimarlly sedentary, 
but requires walking when conducting tours, and standing when addressing 
eWc, business, and service organizations. 

Talking and hearing are required when performing most of Job duties 
and when speaking before audiences. 

Frequently reaches for and bandies papera and writing Implements. 

bTear- visual acuity andl color discrimination in prepazing publicity ma- 
terials and proofrea^ng. 

Works inside. Usually has own office, 

JOB RFLATIOKSHIPS 

Workers supervised: PUBLIC INFOBMATION SFEOIALIST. Kay have 
clerical help also. 

Supervised by: ADMINISTItATOR. 

pTOTnotian from: None. 

Promotion to: ASSOOIATE ADMINISTRATOR. 



PROFESSIONAL AFFILIATIONS 



Public RelaUons Society of 
America, Inc. 

846 Third Avenue 
New York, N.Y. 10022 



American Society for Hospital 
Public Relations Directors 
840 North Lake Shore Drive 
Chicago, 111. 00611 





Public Rfjlatlons Department 



Fublic-Relatton Man I 165.068 



PUBLIC INFORMATION SPECIALIST 



editorial assistant 



JOB DUTIES 



Participates in hospital public relations activities, usually assuming' re- 
sponsibility for one or more continuing programs, to interpret obiectives of 
the hospital t 

Confers with DIRECTOR, PUBLIO RE L ATIONS to plan details of as- 
signed program, such as program limits. Involved hospital policies, format, 
media, and techniques. 

Writes news releases, stories, and featured articles for newspapers, tele- 
vision, radio, house organs, pamphlets, and brochures. Compiles news, pub- 
licity, and background information by liiterviewlng staff, patients, and 
visitors, researching subject in medical library, and eKtractlng or clipping 
data from publications and reports. Prepares layouts and edits department 
publications, such as house organs, brochures, and special reports. Writes 
daily news bulletin for distribution to patients. 

Conduets viBltors on hospital tours; assists families of patients, reassuring 
them, arranging for temporaiy housing, and explaining hospital policies, 
procedures, and facilities to them. Answers inquiries regarding patients by 
telephone or lettor. Obtains signatures authorising release of Information 
and publicity pictures. Maintains historical records and scrapbooks for 
future referenoe. Arranges for facilities and Bervices for conferences and 
banquets. 

MACBINEB, TOOLS, EQUIPMENT, AND WORK AIDS 

Offlee supplies and equipment ; news media. 



College degree with courses in English, social studies, and tiie humanities. 
Two years* experience in public relations work. 

Experience in Journalism and group organization is desirable. 

At least 8 months* orientation in hospital procedures. 



Aptittid€s : Verbal ability is needed to communicate with people of vai^ng 
levels of education and back^ound* to write news items | and to speak 
to groups. 



EDUCATION, TRAINING, AND EXPERIENCE 



WORKER TRAITS 
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Form perception is needed in preparing brochureB and graphic publicity 
material. 

Clerical perception Is needed to detect and/or avoid errors in ‘rbal 
material and in reviewing and proofreading final copy before aubmittiwg it 
to printer or to be duplicated, 

Intereatm.' A preference for people and the communication of ideas, A 
prefereiace for creative endeavors, manifested in the design and preparation 
of graphic materials and layouts for news stories and other articleB. 

Tempera 7 nBn.t 8 : Capacity to communicate with people of varying educa- 
tion and background when Interviewnng or conducting tours. 

Sensitivity* to interpret feelings, facts, and Ideas when writing news 
items .and other releases. 

Physical Dema/nds and Working Conditiona: Work Is primarily sedentary, 
with some walking when conducting tours and standing while speaking 
to groups. 

Reaching, handling, and fingering involved when preparing graphics 
and news releases. 

Talking and hearing are required when eommunleating with people, in 
interviews or in groups. 

Near-visual acuity and color discrimination are required in preparing 
publidily materials and proofreading. 

Works inside. 



JOB RELATIONSHIPS 



Workera auperviaed: None. 

SupervisBd hy ; DIRECTOR, PUBLIC RELATIONS 
Promotion fromt None. This may be an entry job. 
Promotion to: DIRECTOR, PUBLIC HBLATIONS. 



PROFESSIONAL AFFILIATIONS 



Public Relations Society of 



American Society for Hospital 



America, Inc. 

846 Third Avenue 
New York, N.Y. 10022 



Public Relations Directors 
840 North Lake Shore Drive 
Chicago, 111. 60611 
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PURCHASING AND RECEIVING DEPARTMENT 



PlJIiPOSB: To provide centralized procurement and control of 
all Bupplaes, equipment, and materials used in the hospltaL 

Responsibility: The determination of hospital needs and pro- 
curement of all equipment and supplies, consistent with high 
quality and economy. 

The general functions of this department include developing 
specifications for commonljr used items; reviewing catalogs and 
other informational literature to discover sources of Improved 
equipment ; promoting standardization and use of laborsaving 
equipment and supplies; conducting inspections to Insure that 
items are not ovsrstocked ; and maintaining numerous records. 

Specifically, when a purchase order is to be placed, this de- 
partment is responsible for editing orders for completeness and 
verifying orders against catalogs, previous orders, and manuals 
for specifications such as those established by the American 
Hospital Association and the National Bureau of Standards. A 
determination is then made of quantities to be ordered based upon 
such information as hospital finances, market conditions, time of 
delivery, storage space available, anticipated rate of consumption, 
and availability of hospital facilities for manufacture of certain 
required items as are necessary for some items of Central Supply. 
Competitive bids are then obtained, evaluated, and formal pur- 
chase orders issued. 

The basis of all operations of the Purchasing Departnaent is 
the requisition initiated by individual departments. These may 
be either stock or purchase requisitions, depending on whether 
desired supplies are stocked by the hospital or are to be purchased. 
Such forms indicate date, department, quantity of each item re- 
turned for exchange, and the quantity and specifications of each 
item needed. Requisitions are approved and signed by responsible 
departanental or administrative authority, and forwarded to 
stockroom or purchasing section for procurement. Supplies re- 
quired before scheduled delivery dates are secured by emergency 
requisitions following , similar procedures with an added notation 
stating reasons for emergency. ^ ^ ^ ^ 

In most hospitals the Purchasing Department will receive, 
verify, store, and issue, as well as purchase, supplies and equip- 
ment; some hospitals assi^ this responsibility to the Business 
Office. 
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Authority: Since purchasing is a staff function, the Pur- 
chasing Department exercises no authority over operating per- 
sonnel, but exerts line authority over employees within the de- 
partment. The PURCHASING AGENT recommends and advises 
department heads on quality and availability of supplies and 
equipment based on special knowledge and research. He selects 
vendors on basis of price, delivery, and quality of merchandise; 
and supervises the storage, control, and issuance of the mer- 
chandise upon authorized request. He is re-^ponslble to an ad- 
ministrator or to a delegated authority. 

INTEEEELATIONS AND INTRAEELATIONSHIPS I Centralized pur- 
chasing provides advantages of economj^ standardization, con- 
trolled accounting, and protection agalnsb waste. Actual procure- 
ment in all departments need not be performed by the Purchasing 
Department, but it should control the requisitions and purchasing 
procedures. A medical staff committee usually cooperates with 
the PURCHASING AGENT for the standardization of medical 
supplies. 

The Purchasing Department deals directly with most other 
departments of the hospltaL Particularly close coordination with 
the Business Department is necessary in order to maintain ef- 
fective accounting, auditing, and budgetary controls and to main- 
tain working contact with the storerooms, unless they are under 
the direction of the Purchasing Department. In some hospitals, 
purchasing is a function assigned directly to the Business De- 
partment, Recently, because of the Increase in the variety of 
materials both disposable and nondisposable being used in moat 
hospital departments, the Purchasing Departments personnel has 
been increased and it has become a separate department with 
its own authority. 

Standards: The Committee on Purchasing of the American 
Hospital Association has published a series of specifications to 
be used as a guide for more economical and effective purchasing. 

Physical pACHiiTms and Staft’ING* The Purchasing Depart- 
ment should have an office easily accessible to salesmen and 
hospital personnel. Where receiving, storing, and Issuing of sup- 
plies, equipment, and materials are functions of this department, 
storage rooms and warehouse space should be situated conven- 
iently to the using departments. The deprtment is usuany super- 
vised by a PURCHASING AGENT with special knowlw Jge and 
skills in principl«BS and procedures of purchasing. In the small 
hospital, the ADMINISTRATOR may perform the purchasing 
functions or delegate this fesponsibllity to an ASSOCIATE AD- 
MINISTRATOR or to others. 
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PURCHASING AND RECEIVING DEPARTMENT 




NOTES Thia chare is for illustrative purposes only and should not be con- 
sidered a rac ommendad pattern of organization, I 








Purehaalna and Receiving Department 



Purchasing Agent 162.158 



PURCHASING AGENT 

chief buyer 
director of purchaBes 

JOB DUTIES 

A.dmmisters and directs program to purchase materials, suppllea, and 
equipmeiit for hospital use, and coordinates the activities of workers receiv- 
ing, atoring, and issuing purchased items i 

RevIewB requests for medical equipment, furnlahings, supplies, building 
materials, and other Items to assure that requialtlona meet with purchasing 
policies. ConsulvS with department heads to resolve discrepancies or to assist 
them in preparing requisitions for special items. Analyzes market condi- 
tions and statistical data, Interviaws vendors, and reviews catalogs and 
other source matorial to obtain information on. items for purchase. Compares 
prices, specifications, and delivery dates, and directs the preparation and 
mailing of purchase orders to merchandising firms or their representatives. 
Prepares bid instructions on large orders or special equipment. May submit 
purchase orders on acceptable bids to administrative personnel for approval. 
May arrange with vendors for discount prices on purchases of large 
quantities of items, such as oxygens, soaps, intoavenous solutions, and 
other supplies. Examines purchasing records to ascertain that staff has 
complied with all procurement procedures. Arranges with vendors for re- 
placemeiit of defective items purchased. 

Beviews advertising Slterature, trade magazines, and other publications 
to keep abreast of market conditions, cost prices, and new products. Consults 
iwth departinent heads to determine the quality, effectiveness, and dura- 
bility of products purchased. 

Establishes procedures for, and assigns duties to, personnel engaged in. 
receiving, storii^, and issuing purchaBed iteina. Directs the taking of 
periodic inventories. Examines inventory records for accuracy and adherence 
to inventory control procedures. Beviews inventory of stock items to insure 
that level is consistent with usage. Initiates purchase orders on depleted 
stocks. Confers with department heads authorized to negotiate own pur- 
chases to assure that purchases are made within cost limits and are not 
oyerstoeked in department. 

Interviews and hires new employees and ^^ssigms them to purchasing 
section or stockroom. Conducts periodic staff meetings to inform staff of 
changes in policieB and procedures, Gompiles and prepares monthly reports 
on naajpr purchases for inyentory and budget purposes. Beviews records of 
purchases made over a Bpeeiflc period of time to determine methods for 
improving purchasing procedures. May not he required to purchase food- 
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atufFs or medicines. May direct hospltars printshop and mailroom. May 
dix’ectp and purchase supplies for, hospital»operated commisBary. 

MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 

Catalogs, inventory recordi, office supplies, price lists, purchase orders, 
purchaBe requisitions. 

EDUCATION, TRAINING, AND EXPERIENCE 

College degree in business a Iministration or allied field is usually re- 
quired* Soma employera will accept high school graduates who have taken 
courses In purchasing, merchandising, accounting, and marketing at the 
eoUege level. 

Usually requires 2 years* eKperienco In a phase of purchasing, either 
for the hospital or another institution. Some hospitals will select and train 
a potential candidate, from a lower classification within the hospital, who 
has acquired thorough knowledge of hospital policies, procedures, and de- 
partmental activities. 

UsUEilly 1 month*s on-the-job training is required. 

WORKER TRAITS 

AptitiiAB^ : Verbal ability is required to communicate effectively with 
vendors, to obtain the most reasonable prices, and to arrange for deliveries* 
to communicate with hospital staff to satisfy their purchasing needs | and 
with subordinate workers to motivate them and expedite their actions. 

Numerical ability required to mentally calculate prices, price ranges, dis- 
counts, and other factors relating to purchasing, and to arithmetically 
estimatej measure, or determine footage in floor coverings, draperies, and 
other housekeeping or building matorials. 

InterBBtai A preference for business contacts with sales representatives, 
department heads, and associates. 

A preference for the communication of ideas, to help in improving pur^ 
chasing proceduraB^ 

TmTnpm^wmmnts * Aptitude to direct, conteol, and plan the hospital pur- 
chasing program which requires frequent contact with vendors and members 
of the hospital staff, 

' Capable of sound business practices that may Influence sales representa- 
tives to the advantoge of the hospitals purchasing program. 

Capacity to eKercise Judgment In contracting for purchases where fre- 
quently no speelflc benchmarks or precedents have been establiahed, 

Phymaal Demanda and Working jffondi^^ns i Work is light. Involves fre- 
quent handling and fingering of records, printed matter, and correspondence. 

Talking and hearing essential when conferring ^th vendors, departetent 
heads, and associates. 

Works inside. Usually has own office. 
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JOB RELATIONSHIPS 

Workers supervised: SUPERVISOR, STOCK ^ STOCK CLERK,* and 
clerical workers. 

Supervised by: ADMINISTRATOR, ASSOCIATE ADMINISTRATOR 
or delegated authority. 

Prorriotion frofrt: No formal line of promotion. 

Proniotion to: No formal line of promotion. May be promoted to an 
ASSOCIATE ADMINISTRATOR. 

PROFESSIONAL AFFILIATIONS 

National Association of Hospital 
Purchasing Agents 
840 North Lake Shore Drive 
Chicago, 111. 60611 



American Association of Hospitai 
Purchasing Agents 
840 North Like Shore Drive 
Chicago, 111. 60611 
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PurchaBiiig and Receiving Department 



Stock Clerk 223.887 



STOCK CLERK 

receiving and delivery clerk 
Btorekeeper assistant 
warehouseman 

JOB DUTIES 

Receivea, stores, and issues materials, foodstuffs, supplies, and equipment; 
talces Inventories ; and compiles stock records in hospital stockroom or In 
department to which asalgned : 

Unpacks or uncrates items received, using crowbar, clawhammer, knives, 
or scissors. Inspects items for damage or defects, such as spoilage, torn 
wrappings, scratches, or breakage, Verifles accuracy of shipment by count- 
ing, weighing, or measuring items and comparing size, weight, description, 
and code numbers with information on invoice or packing slip and purchase 
order. Records or reports discrepancies or damage in shipment and signs 
invoice. May forward invoice to the aecounts payable offlce, Marks identi- 
fying information, such as unit code, cost, date received, and other data 
on items. May post quantity received on a perpetual Inventory card. Carries 
or conveys by handtruck items from receiving area and stores perishable 
items in refrigerator or others on shelves according to established proce- 
dures. 

Takes items from stock to fill requisitions and carries them or delivers 
by handtruclt to requesting hospital sections or departinents. Obtains au- 
thorized si^iatures for accepted supplies and routes signed forms to pur- 
chasing section personnel. May deduct items from perpetual inventory card. 
Periodically takes physical count of stock on hand and verifies count with 
inventory control totals. 

Adjusts Inventory record to agree with physical count. May post prices 
of items on Inventory sheet from established price list for audit. Requisitions 
additiohal supplies, as needed, from Purchasing Department. 

Performs related duties: Maintains storeroom In orderly manner. May 
sweep and mop floors of refrigerators and Btorerooms. May devlie improved 
storage arrangements, utilizing knowledge of hospital storekeeping. May 
construct additional pallets, using hammer, saw, and nails. May make minor 
repairs on data-writera, staplers, and other offlce equipment, using handtools. 
May compile and submit special reports to Purchasing Departmont;' as 
required, such as amount of specialized items used' during a speclflc period 
of time. May train hew assistants in receiving and issuing suppUea and 
maintaining perpetual Inventq^. May perform duties in various hospital 
departniehtsi may be concerned only with foodstuffs, or with other hos- 
pital equipment and supplies, or with maintenance materials and supplies. 
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MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS 



Adding machines, brooms, charge records, dollies, handtrucks, inventory 
forms, invoices, kniveB, ladders, mops, handtools, requlsitlona, scales, rules. 



Most employers require high school graduation. Some employers will ac- 
cept workers with the ability to follow oral and written Instructions and 
perform simple arithmetic calculations. 

Some stockroom experic,rice is desirable but not essential. Occasionally 
employers require 1 to 2 years* experience in stockroom and general clerical 
work. 

Workers will usually receive 1 to 2 months* on-the-Job training. 



Aptitudes: Verbal ability is required to communicate effectively with 
other hospital staff members and delivery personnel. 

Use of simple arithmetic is required to add and subtract quantities or 
units of stock items when posting perpetual inventory records. 

Clerical perception is required to detect errors on requisitions, purchase 
orders, and inventory records. 

Manual dexterity Is required to move boxes, packages, and other Items 
in a rapid and skillful manner so as to avoid damage to containers and 
contents, 

Intereatst A preference for working manually with thln^ and objects to 
work well in receiving, storing, and IsBuing stock, accordfng to a routine 
and organized procedure, 

Te 7 n/p 0 rcmi&nta ; Ability to adjust to routine siockwork, carried out under 
direct auporvislon. 

Physical Psrnands and Working Conditions; Work is of medium physical 
demand, frequently requiring lifting and carrying articles weighing up to 
25 pounds for conaiderable distances when delivering supplies. 

Frequentiiy stoops and crouches when storing supplies on shelves or 
pallets near the ground. 

Works Indoors, Workers dealing with perishable commodities are exposed 
to extreme cold from walk-ln refri^rators. Subject to strains due to 
lifting heavy objects and to bruises from falling objects. Carelessness In 
handling heavy items could result in serious^ injuries to head and «- 
tremitles, ' ' 'r..,-, ' ■' . 



EDUCATION, TRAINING, AND EXPERIENCE 



WORKER TRAITS 



JOB RELATIONSHIPS 



r 
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SUPBRiriSpIL STOCK 



ERIC 




197 






PROFESSIONAL 



AFFILIATIONS 



None. 

t 
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Purchasiiig and Receiving Department 



SuperTlsorp Stock 223.188 



SUPERVISOR, STOCK 

storekeeper 
warehouse manager 

JOB DUTIES 

Supervises and coordinates the activities of hospital storeroom personnel 
engaged in receiving, storing, and delivering materials, equipment, and 
supplies to various hospital departinents : 

Receives advance notice of arrival of goods from purchase orders and 
communleatlons from shippers and carriers. Assists in clearing space for 
stock and assigns to aaslstants such tasks as unloading, unpacking, and 
storing shipments. May direct worker to deliver certain Items directly to 
using department. Signs receipts for materials received, reserving right to 
return them later in case of damage or if order has been incorrectly fllled. 
Enters data such as order number, -weight, condition, carrier, and shipper 
on receiving sheet and verifies contents with delivery sheet submitted by 
Verifles stock identification numbers and specifications against 
original purchase order. Examines materials for damage and defects, and 
accepts or rejects goods. Notifies transportation companies of damaged 
goods and fills out damage reports. Directs storage and Issuance of materials. 

Makes periodic reports listing such data as shlpmente received, contents 
and condition of shipments, names of shippers, and trade names and 
quantities of materials issued on requisitions. Assists in keeping current 
inventory of materials by flllng cards for goods received and issued, and 
posting such transactions in a ledger. DetonnineE amount of supplies on 
hand and notifies Purchasing Department when stocks are low. 

Performs related duties: Trains new workers asElgned to storeroom. May 
Interview and hire new employeea. Mey assist Pe^sohnel Departeient in 
preparing Job performance evaluations of assistants. May recommend pro- 
motioiis and teansfers. May make minor repairs to arUcles carried in 
atook. May Initiate correspondence with commercial establishments con- 
carnlng damaged and unsatisfactory articles. May drive light ti ruck to 
pick up supplies and equipment. 

^ACBENES, TdOLS, EQUlPMENTi, AND WORK AIDS 



Ploor plane, forms, Inyentory cards, invoices, ledger, purchase orders, 
requisitions. ^ 
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EDUCATION, TRAINING, AND BXPBRIBNCB 

High school graduation or equivalent la required, Including courses in 
business arithmetic and often in bookkeeping. 

Worker must have a minimum of 2 years' experience in all phaseE of 
hospital stock-control ■work, 

A 3 months' break-in period is required, 

WORKER TRAITS 

f 

Aptitudem: Verbal ability is reqmred to schedule, assigii, and aupervise 
workers. 

Numerical ability Is required to verify quantities of incoming* items and 
prepare reports of stock on hand. 

Clerical ability is required to detect and avoid errors in checking stock- 
control records, 

/ntereata/ A preference for business contacts, which are with Bubordlnates 
and other hospital employees. 

TmrnperanTtentB : Versatili^ to perform a wide variety of duties when 
supervising the Btockroom. 

Capability to plan, control, and direct the receiving, storing, and dalivery 
of stocks for a hospital storeroom. 

Capacity to deal effectively with subordinates, superiors, and other 
hospital personnel where storeroom is concerned. 

Physical DerrMnds and IVorMnff Conditiona: Work Is light. Lifts and 
carries stock items weighing 6 to 10 pounds. 

Reaches for and handles stock items. 

Talking and hearing required for work Instructions and assignments to 
subordinabes. 

Near-visual acuity Is required to read records, invoices, packing slips, 
and reports. 

Works inside, 

JOB RELATIONSHIPS 

Workers supervised: STOCK CLERK and clerical assistants. 

Sm^ised by iPXjnfmASING AOmNT. 

Promotton /rom.v STOCK OLEKK. 

to • No foriaal line of promotion, 

PROFESSIONAL APPiLlATIONS 

AmeHcah Asspclatiqri/pf^^ H National : Association of Hospital 

Purchasing A^nts Pprehasirig Agente 

840 Nor^ liake Shore Drive ;vv 840 NoiHth Lake Shore Drive ^ 

Chicago, Hi, 6061 L 



TRAINING DEPARTMENT 

Pubpose: To coordinate all training programs within the hos- 
pital in such a way as to prepare qualified, well-adj usted personnel 
to provide efficient hospital service. 

Responsibility i The Training Department may be assigned 
as many functions as needed to realize an equitable return on 
the hospitars investment in its employees. These functions will 
vary greatly depending upon the training needs and size of the 
hospital. 

The department has responsibility, within delegated authority, 
for planning and administering comprehensive training pro- 
grams. These programs may encompass all phases of hospital 
Job training, from the employee who needs only brief on-the-Job 
training td perform satisfactorily, to the professional Interns 
who need academic training as well as extensive practical ex- 
perience to meet professional standards. If the hospital is con- 
nected with a teaching institution, then practical, theoretical, 
and technical training is provided to students. Refresher courses 



for returning prpfeosional personnel a.s well as advanced courses 
for personnel interested in upgrading and promotion are pro- 
vided. This department is responsible for on-the-job training and 
orientation of every person employed by the hospital. Training 
of volunteers may also be a function. 

While the personnel of the _ department may not take part in 
each training program, the department is responsible for plan- 
ning, organizing, supervising, and carrying out all the programs 
for the hospital. It . coordinates , its policies and programs with 
community <.pr ograms ; that may have resources for recruiting 
poteniMakemplpyeeSi. ■ ■ ; ; r:..;, ■■ - 

iAuTHOlMTyr onbei^departmentti under, the direction of a DI- 
RBOTOR, TRAINING PROGRAMS, who is resporifeible to the 
ADMINISTRATOR I d ADMINISTRATOR de- 



pendihgli bmithd orgamzatlp -thet hosbitol*' 
ydl^i ^tlbA utilizatlbhSoI specialized trairiii^ personhs^ 
to other departmehts, it must ■ have the * support of the gdvef hihg 
board and^the fullest coPperatioh of ^admimstra.tioh^ahd codperat- 



Ing ^depai^mehts. ;-]^^^lle i the DIRECTpRi r TRAINING ? PRO- 



rGRAMS requestswand^mssighs . instrudtors ^to -training duties and 
is responsible -for Aheir^ efflciehe^ in’ ■ tWs - funfttion, such Indi- 

■ " " ^00/201 ■-■V 
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viduals are supervised by those in charge of the department to 
which they are regularly assigned. 

Inteeeelationships and Intrarelationships : The Training 
Department has become a separate department because adminis- 
tration reabzes the need for specialized knowledge and careful 
planning to insure well-trained, efflcient personnel. The education 
and training functions of the hospital require careful organiza- 
tion and followup of all training programs to insure that stand- 
ards are achieved and maintained. Members of this department 
come in contact with personnel from all departments of the 
hospital. The head of the department cooperates with heads of 
all departments in establishing methods and techniques of train- 
ing and training course content, in selecting personnel responsi- 
ble in each department for training functions, and in providing 
facilities for classrooms, and for supplies and equrpmerit. Sched- 
uling of formalized training courses should be programed to 
coincide with recruitment and hiring drives, as well as with the 
acceptance of students and interns from schools and universities. 

Physicajl Facilitibs and St^.iFPING* The physical location of 
an office for the DIRECTOR, TRAINING PROGRAMS should 
be in close proximity to both the Personnel Department and the 
administrative offices. Classrooms and storage space should be 
available for visual aids and other training materials. 

Every supervisor, director, or coordinator of a department 
performs a training function for that department ; some depart- 
men cs have their own specialized training person. The DIREC- 
TOR, TRAINING PROGRAMS cooperates and coordinates with 
air other training personnel and has the authority to call upon 
them to supplement his program. Among the specialized instruc- 
tors in this group are.* 

training officer (personnel department) who assists 
In ^ planning, organizing, and dlrectlnjg traihing programs to 
orient employees in hospital pblicies and routines | to provide ef- 
ficient training programs for supervisors ; and to provide on-the- 
16 b saf etyanstructlbn, ^ ry . - 

DIRECTOR OF STAFF DEVELOPMENT (nursihg service) 
who plans, develops^ and directs l pro^ams for > professional de- 
^velopnaent of hospital nurBj,i«g staff and coordinates staff develop- 
ment with nufsing service program, ; ^ 

TN^imOGTOBr ANCILI^fe PERSONNEL 

(nhrsing fierylce) s who plans,- coordinates^ and instructs inservlce 
Of ientation" ahd . .educatmn (theoretical ^ and practical 

aspects=of nursing)i to Tbpaln alicillary nursihg personnel. ; 



INSTRUCTOB, NURSES, INSERVICE (nursing service) who 
plans, directs, and coordinates inservice orientation and educa- 
tional programs for professional nursing personnel. Included are 
refresher courses for returning professional nurses. 

CLINICAL INSTRUCTOR (nursing education) who teaches 
theoretical and practical aspects of patient care to nursing 
students in a hospital school of nursing. 

DIETITIAN, TEACHING (dietetics) who plans, organizes, 
and conducts dietetic educational programs. 

Further information about these j obs can be found in their 
job descriptions elsewhere in this volume. Hospitals connected 
with teaching institutions will have access to numerous in- 
structors in medical education. (Instruction of medical interns 
is not included.) 
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TRAINING DEPARTMENT 




Supervisors and Training Specialists 



NOTEi This chart is for lllustrBtive purposes only and shoald not be con- 
sidered a recomthended pattern of organisation* 









• = '\'K T-''- . V= ^ V - =■ ■ - . 

: fv- ..X, “. = T /T. ?";■■;• =:: ■. ■= mT1, ^ ,T . 

. .i/,- ;-:*V ^ =-•'■ v: ^ ^ ^ S, 

.;.:w;EVh- T'-T::;-- '=''■■•'■ • -.i;: . - . . r= ■ 

‘ r X >.; ;i. 4 = >V ■- =^' -■ f, -■.' , .n:,--.-..-. X- -‘X :X ■ ■: J'^'r ■ 

■'■■■■■ .'■■■■'■ ^;v- v/ryX-- ; X,'.:.. ■' ■■■ -i . ■■■■ 

■ ' \) - x X. rTz %: ;■ ^,-T?r;:T:T=T -=A^-;TT:^v = \ ='=T:: -T^: : TTT::;-^ X- r:xT;/v 














-V:-'v= , 4 .- ■ . ■ 

. :■ *-= x=-. 



-Tr t ■ 









Training Department 



Director, Educational 166.118 



DIRECTOR, TRAINING PROGRAMS 



educational supervisor 
Btaff-trainlns offlcer 
training coordinator 
training specialist 

JOB DUTIES 



Organises, administers, s.ad conducts training and educational programs 
in a hospital for purposes of management and promotional development, 
on-the-job training, and orientation of employees regarding hospital, policy 
and, routine: 

Confers with management and line Bupervision to determine outline and 
scope of programR, Applies knowledge of hospital procedureB, Job break- 
downs, safety rules, supervision techniques, and related Information to 
formulate training eurriculum. Makes sure tliat eurriculum for profession 
tralneeB adheres to standards eBtablished by professional organizations. 
Organizes lectures, training manuals, examinationB, visual aids, reference 
libraries, and other training implements. TralnB Instructors and super- 



visor personnel in proper training me^ods and teehnlquea and assigns 
them to speelflo programs. Ooqrdlnatos eBtablished training courses with 
technical and professional programs offered in public aehools and univer- 
sities. Prepares budget for training needs and detormines allocation of 
funds for staff, supplies, equipment, and facilities. Maintains reGords of 
tealning activities and evaluates ieffectivaness and application of: programs, 
Sepresents institution at vocational and educational mee'ttng^ May JBcreen, 
counsel, test, audi recommend employees »£or inservlce, educational programs 
or, for promotion or transfer. 

Utilizes a vari#'^ :^p:f audl aids and training . techniques such as 

case study, role play, and management -i^mea.,:,. ^_ . v . 

Calls upon teaming Kpersohhel , of / various department to teaeh their 
specialties such as DIETITIAN, TEACHING ; dUTJWIO AL INSTRUCTOff'r 
IMSTBUCTOR, NURSB&, INSERVICE i' iNSTBUOTOR, ANOlLLARTr 
NURglNO. PEE^ONNEt,; and the general TBAINING OPFICB^ Also 
has :^e;/Authptity‘4to'/Vkch#dule:;' supervisors and persoimel from ’other de- 
partmenta t-givenn-tlie-Jub or ^rfresher teainlng to recrults,tt.sv 

' MAGHINB®, TOOLS, EQUIPMENT, AND WORK Aro 

Manuals, reports^- audiovisual' aids, and other eqmpmeht as - necessa^. 
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EDUCATION, TRAINING, AND EXPERIENCE 

Graduation froni an accredited college or 'university ■with coursea in. 
educational methods, peraonnel administration, applied psychology, English, 
and possibly journalism. Master's degree in education and personnel man- 
agement im preferred. 

Teaching* and personnel managemeiit eKperienee is eaaentlah 

InservIce training in hospital procedureB, routines^ policies^ and organic 
zation. 

WORKER TRAITS 

Aptitudes.'' Verbal ability is required to discuss training pl-ograms with 
administrative staff and instructors ; to effectively coordinate the training 

program, to prepare manuals and training inaterialsi and to evaluate 
reports, 

Numerleal ability is required to evaluate statistical training data, to 
make various computations ojf departmental operations, and to prepare 
budgets. 

Interests: A preference for technical activities to develop and administer 
training programs. 

A preference for people and the communication of ideas with others s'nd 
to evaluate ‘Uie various training changes or extensions to meet needs of re- 
cruits and the hiring departments, 

Ternp0rwmeyits : An aptitude to direct, plan, and coordinate the activities 
of all the training programs in the hospital, 

'A-bili'ty to form generalizations or conclusions on basis of measurable 
or veriflable criteria and sensory or Judgmental criteria, such as the re- 
lationship hetween existing traihing ■ programs and. the anticipated needo 
of the hospital and the communi'^. 

Ability to relate to people In a manner to win confidence and establish 
support, 

Demand snd tyorftmg CoMiUoTm: This la light work. Sitting 
and walMng throughout workday. 

H^hdlirig reports, mahuals, and other desk Items, ' 

hearing to converse with Ins'truc'tors, administrative per- 
sonnel, hospi'tal staff, and outaiders. ■ - 

-.:Works:inalde. UsuaUy has 



tyorfcSi'j supertiteed .• . , General Buperyision over ' Instruotors ; assl^ied to 
teach -specific courses , ^ ^ ' - /■ 

Supervised by .v ADMINISTRATOR or an ASSbOIATE ADMINISTRA- 
TOR.V;- , J : : 'J ' ■ ^ - 'V 

iPromeUdfi^yrd^ a dmihi ^i^i^ ' 

promotion to.* No formal line of promolaon. ^ 
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PKOPESSIONAlt APFlLiIATIONS 

I American Society for Training' and Development 

i 318 PriCii Plaoe 

E P.O, Box S307 

E Madison, Wis. 68707 



I 
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VOLUNTEER SERVICES DEPARTMENT 



Purpose: To provide desirable services supplemental to es- 
sential services, which contribute to total patient care; to help 
create and promote in the community an understanding’ of the 
hospital and its services through the volunteer who becomes a 
part of the hospital family; and provide to the community a 
menns of giving service to meet the human need. 

Responsibility: To develop, in cooperation with department 
haads, a pro^am of coordinated activities to determine where 
the services of volunteers can be used to advantage. After initiat- 
ing and conducting a survey of all hospitr] activities where 
volunteers might be used, the department is then responsible for 
establishing and carrying out a program that will augment and 
supplement the regular hospital program. 

Volunteer services may be utilized in almost every department 
of the hospital, but close integration of hospital activities and 
volunteer functions is essential. While volunteers perform duties 
and provide services without pay, such workers must be oriented 
and trained to work on a scheduled basis that fits into the 
hospital program. 

The Volunteer Services Department is concerned with recruit- 
ing workers ; classifying them in terms of interests, experience, 
abilities, and availabiliiy; initiating training programs; and re- 
feiring workers to departments where they are assi^ed duties 
on the basis of matching worker's qualifications and job demands. 
The capacity of the department to supplement and augment the 
work of the regular hospitar staff is limited only by tK^^ 
and toaining bf volunteers. s / 

The depar'faneht maintains record of applications and .of per- 
fprmam^^ .all yqlunteers^ a^ ra^es j^eribdle reports cpyew 
work, .of ^ the, depar and effectivehess of „ services rendered, 

^olun^er ; Ser;wQ'^ mus^ and maln^ned on the 

same basis as other esse . , , 



VAuthoriiy: The depaftTOeht is under the supefvlslbh of a 
DIREGTOl; VdLtJOT^Eii IeRVICES M^OM 
IlDMI^TRAT^R ; or A 

depending ; on the organization of the hospltall If a pro^am 
ihybf^ng utihzation of volunteers Is to succeed, ' it must have 

cobperatibn bf ^ hi While Ihe DIRECTdiftl' VOI^N- 
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TEEK SERVICES assigns workers to duties and is responsible 
for their efficiency, individual workers are supervised by those in 
charge of the department to which the volunteer is assigned. 

INTERBELATIONSHIPS AND Intrarelationships I Members of 
this department are in contact with personnel in all departments 
of the hospital. The head of this department cooperates with heads 
of all departments utilizing volunteer workers; is accessible to the 
general public; and, in cooperation with Public Relations Depart- 
ment, contacts numerous community civic and social groups. If 
there is a women's auxiliary, the DIRECTOR, VOLUNTEER 
SERVICES should work closely with this group as a source of 
obtaining volunteers and as a means of expanding the program. 

Close contact with administration is vital, since it provides a 
continuing source of encouragement and prepares the regular 
hospital staff for effective use of volunteers. It is also helpful to 
organize an advisory committee from other segments of the hos- 
pital family and from the community which can render con- 
siderable assistance through recommendations concerning pur- 
poses and policies to the DIRECTOR, VOLUNTEER SERVICES 
and to heads of departments using volunteers. 

Within the departmeht Itself, the DIRECTOR, VOLUNTEER 
SERVICES must be continuously aware of the need for develop- 
ing and maintaining the interest and cooperation of the group. 
Assignment to higher level Jobs and rotation from routine, repet- 
itive tasks should he the reward for excellent service." 

Periodic meetlhgs are also' helpful to': provide opportunities 
for memheifs to expre themselves, meet socially, and learn of 
progress in aeiwlcdi? - ^ ^ ; 

PityBicAL PAciLif^ office for the de^rt- 

tbeh# iK6id^’;a^ 'dreeing for the 

use of volunteers should be provided. 

The DIRECTOR, yOI^NTBER SERVICE 
vdldhteer or should have' a bachelor's de^ee 

a' suggested major. In the l^havidral sciences, have had some 
previous^ admimtotfti;^^p^iehcir roiitihe 

and proc^ures^ and ' be familiar with the communi^ and its 
potential; spurcesbf yplunte " _ ^ ^ 

' , The ^^^ff wlunte^S : m of Individu^^^ 

a trahge “of sM as varied ‘as those of the regular staff. Many of 
the , duties,^ re^uirej. only ^^’ m^ training, and can be , readily 

perfprmf di-by a perspn willing to serve. For others, duties such as 

^^th, special , aptitudes, or .experience 
musk be recruited. The number of volunteers depends bh the size 



^ ;.rp- 
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of the institution, types of services rendered, and number of 
patients treated. Volunteers must be dependable, to provide a 
minimum of service each week, and should approach their duties 
as conscientiously as they would a-iy paid occupation. 



I 
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DIRECTOR, VOLUNTEER SERVICES 



“ 

I 

I 

\ 

I 

I 

Volunte«rs 



/= I NpTEi Tbis chart is illustraeiya purposes only and should not be con- 




Volunteer SerTicea Departmer 



Director, Volunteer Services 137,168 



DIRECTOR, VOLUNTEER SERVICES 



coordinator of volunteers 



JOB DUTIES 



Plans wltii administrative staff the objectives and scope of the volunteer 
services pro-am to augment the services of regulnr hospital staff ; re- 
cruits and orients new volunteers, arranges for their traiiihtg and place- 
ment, and supervises the program ! 

Confers witfi hospital administrative staff to plan volunteer program 
V consistfcnt with institution's needs. Recommends establishment of policies 

and procedures for Inservice training of volunteers, work hours, types 
of services to be performed, and a£3Rignment of volunteer workers. Meets 
with department heads to determine volunteer service needs and to interpret 
ft service policies and procedures. - 

Recruits and intervie'^ applicants to determine their aptitudeSp ahillties, 

I and other qualifications, Glasslfles applicants according to quallflcaUons, 

I interests, age, idme availahle for duty, and ptiher characteristics, 

p ArrangeB for formar orientation of new volunteers which should include 

I a description of the institution, its purposes and organization, the place 

I of the volunteer servlee program witein that; organization ; the policies of 

I the Volunteer Department j and the responsibilities of < the volunteer. In 

I cooperation with the staff of the hospital, organizes training courses to 

I testruet volhnteers in teehni'ques; : and, prqe^utes of duties to be per- 

I formed and arranges for or conduots preservice training dasses and on- 

the-Job training. , . 

.ReeelvesV;reques.te;for,servieespfyolunteer8£romvariouBhospltel.de- 
pirtoents’ and Oboperates iwlth departoent iuperyisor to detoe se^rtces r,to 
be performed by volunt4_-.ri5' arid^ftoj - outilne ^duties iqr-^ 

- cooperation with department auperrfsote,"?plBC#s '- volunteers acter^ng to 
their aptitudes and interests. Conducts periodic reorientation for all volun- 
■ .teers./:-.;: ;;v. \ ^ ' 

^ Cohduets surveys and' meets 1 with departenent heads to evaluate the 
- pffectiyenes 83 ;of;;.the; yqluhteer; a#rrfce*,fprp^ami ^Rerlodica|lyf?coTO r, 

andi;evaiuates individual i volunteer. Devises ‘;methodswfor; ‘lmprbvlng,'~^^^^ 
br/i‘j&pandiiig V toe, program and recommeiids Ganges fin ‘ istabU 

appropriate ;rec6i^itloh-. .of ^ toe 

,-’r' 

■ ..jEfep^ policies, procedures. 





EQUIPMENT, AND WORK AIDS 



ERIC 
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EDUCATION, TRAINING, AND EXPERIBNCE 

Preferably a bachelor's degree with suggested major in the behavioral 
jcIenGes, including managenient. 

Experience in a sTipervisory or executive capacity, or extensive hospital 
volunteer organization work. 



WORKER TRAITS 



Aptitudes: Verbal ability is pequired to discuss volunteer prograin with 
administrative and volunteer personnel, to effectively promote the volun- 
teer program, and to explain hospital policy to Individuals and groupB, 
Tnterests : A preference for contact with people is necessary for duties 
involving coordination of efforts of volunteer workers with those of staff 
members, and meetings with other civic, Bocial, and Bervice organizations 
of the community. 



Temperaments: Ability to direct, control, and plan entire activities of 
volunteer service functions. 

Able to deal with people in actual job duties when interviewing, orieiiting, 
and following up volunteers. 

Able to evaluate reports, sur'wys, and volunteer performance recordu 
against both judgmental and veiiflable criteria. 

Calmness and eflSeieney needed to perform actlvitiss involving many 
details and frequent change. f 

Physical Demandm emd Worley Condttipns • This is light work. 

Sits and walks tiiroughout working ‘day. 

Talking and hearing to '^^Soiiverse Vith hospital staff, volunteers, and 
audlanoes. : ''T 

Handles offlee ei^Ipmeht and supplies, 

^VorkS Inside. Usually’ has own office. 



JOS RBUATldN^lPS 




tyorkers super wised.- All yolunteer workers and departanental staff. 
Supe^Ued 6y.-'ApM ASSOCIATE ADMINISTRATOR. 

No formal lines of promotion. 

.Promo tm^ty.vNotfpiTO^al l^^ ' 

Americani^pclety,6£3Dlyeetors o£:,Yolunteer Servicesr . - ^ 

American Hospital Association. T 

S4^cNptyh.Uake Shore. Drive. . 

Chicago, -iii. iv^eoisit- - ", % •' , 






1 

I 







PROFESSIONAL, CARE DIVISION 



ANESTHESIOLOGY 
CENTBAL SEBVICB 
CLINICAL LABORATORIES 
DENTAL 

DIETETICS ! 

MEDICAL LIBiwAR^ j 

MEDICAL KBCORDS | 

NURSING EDUCATION | 

NURSING SERVICE 

OUTPATiENT ! 

PHABMAOY I 

PHYSICAL MEDICINE & REHABILITATION * 

RADIOLOGY-NUCLEAR MEDIOINB 5 

SOCIAL SERVICE " 

SPEECH AND HEARING . 

THCHNICAL SERVICES | 






ANESTHESIOLOGY DEPARTMENT 



Purpose: To provide for the administration of all anesthetics 
in the hospital, to contribute to treatment of patients, and to 
increase knowledge of the use of anesthetic agents and related 
techniques. 

Responsibility: To provide anesthesiology services in surgical, 
obatetrlcal, and related medical procedures. The , Anesthesiology 
Department is responsible for obtaining a physical examination, 
including clinical laboratory findings, of each patient before an 
anesthetic is administered, recording kind and amount of anes- 
thetic administered, patient's condition before, during, and after 
anesthesia, and preoperative and postoperative medications ; ob- 
serving patient's condition until all effects of the anesthesia 
have passed r evaluating effectiveness of anesthetic used; estab- 
lishing and carding out safeguards in administration of anes- 
thetics ; and caring for equipment. 

Authority: A physician trained in anesthesiology usually di- 
pects the activities of this depaptment. He reports to administra- 
tion for his administrative responsibilities, to the chief of the 
medical service for his professional practices, and has full au- 
thprity over anesthesiology services in the hospitals In the absence 
of an ANESTHESIOLOGIST, the sur^on is rds^hsible^ and 

the division of duties between him and ‘^^e^N'URSB ' AiSrESTHB- ' 

TIST is at his discretion. Legally the PHYSlGIAN dr SXiRGEON 
is responsible for chodsing the anesthetic a.gent stnd the techniques 
to be used. In practice; they often defer' to the rTCommendations 
oi the ANESTHBSIOLOGIST or NURSE ^^ESTHETIpTty^ : 
has been chosen to adnainistOT tiie>ahesthesia; '‘ . - 



; ii§T&^£ATioNSH INIRA^^TIONSHIP^ V Personnel to 

thh dephrfcment mhst worK‘clqsW X-ray, 

i^aiatiqh^thdrapy,^^^ 

services, and to recovery rooms and intensive car^^ areas. The 
departnaeht attends’ re^lar medical f staff meetings, . partto- 

Ipates in discussions,? and presents records of the departaaent 
as a- cphtributipn to c^ r; ' ; , 

Sta^aws : Minimum standards have ibeen formulated 
American College of Surgeons tlie American, psted 
soclatidn, and the American* Gqllege of Anesthesioldgists fpr ^ 
safety and efficiency of anesthemolo^ services in the hospital. 
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Requirements included pertain to organization, personnel, pre- 
anesthetic examinations, records, followup, and safeguards. 

Physical Facilities and Staffing^ In a large hospital, the 
office of a full-time ANESTHESrOLOGIST should he near the 
operating room. Space for storing anesthesiology equipment and 
supplies should also be located In or near the operating room. 

Due to hazards involved in improper use of anesthetics, it is 
necessary to insure the safety of all personnel and patients in 
accordance with precautions recommended by the National Board 
of Fire Underwriters. Explosive anesthetics are stored in a flre- 
resistant room, on the roor, or in a locked enclosure several feet 
from the hospital. To prevent accumulation of static electricity, 
which is a major hazard of anesthesiology, operating-room equip- 
ment and personnel should be grounded through suitably con- 
ductive floors and all-cotton uniforms. The possibility of sparks 
from electrical connections and switches must be eliminated. 
Open flames should be prohibited within the area, as well as the 
practice of smoking near the operating room. 

An organized Department of Anesthesiology should be under 
direct supervision of a physician. In the smaller hospital, this 
service may be assigned to a staff physician who has had special 
training in the field. NURSE ANESTHETISTS who are qualified 
to administer anesthetics should be available to assist in carrying 
on the work of the department, and the NURSE ANESTHETIST, 
CHIEF may be assigned administrative duties. In some instances, 
an ANESTHESIODOGIST may deyote time tb two or more hos- 
pitelsiand superyise NURSE: ANESraBTIST the volume 



of work ^qes not justity employment of a full-time A^NESTHE- 
SIQ^OIST or NURSE ANESraE CHIEF. f 

Miscellaneous: • There have been , ho .major- technological 
in'anesthesiplogy:.for::many years* Gobdi- steady research 
produced new anesthettp : agente, 1 but _ usually-tthese do m 

in traditional -techniques 

trend oh hffsnts isi .toward producing mtdtlf unction agents rfh 

i — . Sfrye as, vinuscle relaxahts, witii. ^ 
fewer uhdeslrabie 'side ^ ^ 




